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The Story of a Man Who Keeps 


$35,000,000 in the Cash Box 
As Told by Burt M. McConnell 


New York City 


greatest railway system—the Pennsylvania 
sat a slender, keen-eyed financial expert 
who got his start in the business world through 
a knowledge of shorthand. His hair is silvery- 
white, yet Howard W. Schotter is only 44 
years of age. It was Saturday afternoon, and 
the building which houses the railroad’s office 
staff was virtually deserted, but Schotter was 
at his desk. Other executives were playing 
golf, motoring down to Atlantic City, or watch- 
ing the Athletics defeat the Yankees, but 
Schotter was keeping posted on U. S. Govern- 
ment bonds. For one of his duties, as assistant 
treasurer of the Pennsylvania, is to keep the 
system's surplus funds employed to the best 
advantage. He handles millions of dollars in 
cash and bonds every day. Instead of putting 
the cash in the bank, where interest rates are 
not so high as the yield on government bonds, 
the lanky assistant treasurer buys hundreds of 
millions of dollars’ worth of these securities 
in the course of a year. When a favorable 
moment comes, he sells them. But he always 
has to have on hand some $35,000,000 or 
$40,000,000 for working capital. Moreover, the 
hundred-odd subsidiary companies of the Penn- 
sylvania have their financial problems, and it 
is one of Schotter’s duties to lend a hand here 
and there, when the occasion arises; he must 
decide whether bonds should be sold to provide 
money for bridges, cut-offs, and other im- 
provements, or whether capital stock should 
be issued. 

In 1904, when Schotter was seventeen, he 
learned in the middle of summer that the ste- 
nographer in the brokerage house which em- 
ployed him was to leave in September. The 


ie one of the executive offices of the world’s 








future assistant treasurer of the Pennsylvania 
had been unable to complete his high school 
course, but he was interested in finance, and 
here, it seemed to him, was a strategic opening 
As the firm’s stenographer, he 
effect, the senior partner's confidential assis 
tant. Through daily contact with this experi 
enced individual, he would get a direct insight 
into all phases of the brokerage business, and 


would be, in 


thus by experience be fitted to step into a 
partnership 
In the heart of the Philadelphia business 


district was the Taylor School. Mr. Taylor 
had been so impressed with the advantages of 
the new system of shorthand that he had aban 
doned teaching a system then in and 
had finished a correspondence course in Gregg, 
with the inventor of the system as his teacher 
Thus Freeman P. Taylor became the first 
teacher of the new system in Philadelphia. 
Young Schotter decided to learn shorthand 
Taylor 


vogue, 


as quickly as possible, and Mr 
vinced him that the new system was the easiest 
to learn. was 
too plentiful with his youthful prospect, the 
proprietor would permit him to pay a part of 
the cost by hearing the lessons of other pupils 
not so far advanced as himself. So, through 
the stifling summer days, Schotter worked in 
the brokerage office by day and attended the 
school at night. He gave up every 
in order to qualify for the stenographer’s job 
As a result of his concentration, he advanced 
rapidly, and in September got the job. He 
stayed with the firm seven years, in all, and 
there acquired a part of the financial knowledge 
that stands him in good stead today. 

“Mr. Taylor’s interest in me didn’t cease 


con 


Moreover, since money none 


diversion 
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when he gave me my diploma,” Mr. Schotter 
assured me. “I was earning $45 a month when 
Mr. Taylor suggested that I go over to the 
Pennsylvania and see one of the executives, 
now vice-president, about a job. The job was 
open, but it paid only $30 a month, and I did 
not feel like making the sacrifice. A few 
weeks later, however, this same official sent 
for me and offered me $50 a month—which 
was a good salary in those days. Well, I have 
been with the Pennsylvania ever since. , 
“Stenography was then regarded as a girl’s 
job, but I had been reading of the careers of 
some notable men who had started as stenog 
raphers, and I did not let the fact that the 
majority of stenographers were girls worry 
me. It seemed to me then—and [ still believe— 
that there is no better stepping-stone to success 
than shorthand. That is, for any young man 
who is unable to secure a technical training 
in some profession. A stenographer is in a 
far better position to learn a business, through 
daily with one of the executives, 
than the average employee, who is unable to 
on in other branches of 


association 


observe what is going 
the firm’s business 
“Take, for example, my There 
are no figures on hand, but the Pennsylvania 
system had perhaps 100,000 employees at that 
time. How many of these ever had an oppor- 
tunity to come in frequent and direct contact 
with the president? Twenty, let us say. Out 
of those twenty, perhaps half a dozen saw and 
talked with him every day—and one of these 
was his stenographer. You see my point; if 
I had not been a stenographer in the office 
of the chief clerk, I probably wouldn't have 
sort of contact with the president 
in fifty years. As it was, the knowledge of 
shorthand eventually brought me into the 
office of a vice-president who later became the 
head of the Pennsylvania—Mr. Samuel Rea 
It was in Mr. Rea’s office that I learned the 
policies and traditions of the Company. I 
had an opportunity to observe how executives 


Own Case, 


made any 


of a great railway arrive at decisions, and in 
later found this experience to be 
invaluable 

“There are, to my knowledge, a number of 
comparatively young men today holding im- 
portant executive positions, such as assistant 
to the president of a great railway system, 
who started out as stenographers. If the 
assistant to the president has the right sort 
of personality and a good set of business 
brains, there is no reason why he should not 
eventually succeed to the presidency, for he 
has been trained in the duties and responsi- 
bilities of that particular position over a 
period of years. Men in the railroad business 
advance through merit only; there is no such 
thing as favoritism. The official of the Penn- 
sylvania who gave me my job, and who is now 
vice-president, was once a poor boy in Ireland. 


years | 
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“Men who have made good in some other 
business cannot be called in to take an execu- 
tive position with the Pennsylvania; they know 
nothing of the railroad’s history, problems, 
policies, and traditions. Our executives must 
have had years of training in the business of 
running a railroad; that is why we are always 
on the lookout for latent executive ability. 
We want men in executive positions who have 
grown up with the Company; that is why this 
department prefers to engage young men ste 
nographers. Young men are not likely to take 
a sudden notion to get married and leave the 
company. We have 
as stenographers, but we do not consider it 


no prejudice against girls 
fair to keep on the side lines, as it were, a 
young man who might develop into a first-class 
vice-president.” 

It was apparent, by this time, that I would 
have to forego the Athletics- Yankee game, for 
Mr. Schotter was warming up to his subject 
I knew of a book that he had written, crammed 
with facts about the 
and now I asked him to send for a copy. It 
proved to be a volume of more than 500 pages, 


Pennsylvania Railroad, 


carefully written and indexed 

“How long did it take you to write thi 
I asked. 

“Two years of my spare time—and evenings 
were required to digest the annual reports, 
beginning with 1846, and collect the material 
for the book. Then, when Mr. Rea insisted 
that it be published, my time and 
evenings for ancther two years were utilized 
in revising the manuscript and putting it in 
four years in all. In- 
deep admiration and 


spare 


shape for publication 
cidentally, it was my 
respect for Mr. Rea that kept me on the Penn- 
sylvania payroll. I was ambitious, and spent 
a good deal of my spare time, before under- 
taking the book, in studying railroad financing 
and the value of securities. This eventually 
led to my appointment as an analyst in the 
treasurer's department, and to my present 
position. But shorthand was the foundation 
of whatever success I have attained. In no 
other way except through stenography could 
I have made such progress. I still use it daily 
to make notes of a telephone conversation or 
a conference ; it is very helpful.” 

Mr. Schotter, I found, was inclined to 
depreciate his work as an author. It seemed 
to me, however, that here was a lesson in 
patience for the student of the present day— 
a lesson that should not be lost. I wanted 
more details. 

“W ell,” Mr. Schotte: 
work sometimes carried him, in his private 
car, thousands of miles, and I usually went 
with him. Sometimes he was engaged for 
hours at a time in conference, so that I had 
a great deal of spare time on my hands. When 
one of these trips was in prospect I used to 
fill a suitcase with annual reports and, even- 


went on, “Mr. Rea’s 
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tually, I went through a pile of them as high 
as this ceiling in order to get the material for 
the book you have in your hand. When I 
had made a chronological record of the im- 
portant events in the road's history, I showed 
the manuscript to Mr. Rea, and he urged me 
to have it published. But with his selection 
as President; the temporary of Vice- 
President (now 

President) Atter- 

bury, who was se 

lected by President 

Wilson to solve the 

A. E. F.’s trans- 

portation problems 

in France; and the 

taking over of the 

railroads the 

Government during 

the war—all this 

threw extra work 

on Mr. Rea’s shoul 

ders, and I had no 

time to keep the 

manuscript up to 

date. It 
just before Presi 

dent Rea retired, 

half a dozen years 

ago, that the mate 

rial was put into 
shape for publica 

tion. Meanwhile, 
whenever a new di 

rector was elected, 

Mr. Rea would ask 

me for the type- 
written manuscript, 

that the new- f 
comer into the except threuge 
Pennsylvania’s 
family might fa 
miliarize himself with 
policies, 


achievements, 
and traditions.” 


“What sort of future does a railroad such 
as the Pennsylvania hold out to young men 
stenographers?” I asked. 

“The opportunities for young men to suc- 
ceed in railroading,” he assured me, “are better 
today than ever. The expansion period in 
railroad history, especially in the East, is over, 
but the need for leadership, for new and better 
methods of operation, is more urgent than 
ever. Revenues must be increased, expenses 
reduced, and waste eliminated. The door of 
opportunity is always wide open, provided 
the young man in business school or the gradu- 
ate is willing to make the sacrifices that are 
necessary if one is to forge ahead. There is a 
growing demand on the part of the business 
world for the young man trained in modern 
business methods; business has little patience 
with the untrained worker. 


] 
1Oss 


by 


was only 


Shorthand 


whatever 


says 


so success have 


road's history, 
subsidiaries, 


the 
growth, 


Howard W. Schotter 
Assistant Treasurer of the Pennsylvania 
Railroad 
Mr. Sci 


j 


attained 
stenography cc 


progre 
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“A good school trains and qualifies a young 
man to enter life immediately; he 
knows what it’s all about. He has—or should 
have—when he graduates, a knowledge 
filing, the operation branch telephone, 
adding machines, electrical dictating machines, 
multigraphing and check-writing machines, in 
addition to his 


business 


ot 


of a 


specialty, so that he is an im 

mediate asset to a 
he needs 
To 


must 


company 
no breaking in 
he 

desire to 


succeed, 
the 
reach the pinnacle 
of the will 
to himself, 


regardless of 


have 


SUCCESS 
apply 

mov 

dances, 


ies, golf, 


tennis matches, 
swimming parties, 
automobile 


and 


trips, 
other diver 
sions. 


“With 


s¢ hool 


1 public 
education, 
s< hool 


person 


business 
training, 
charac 
noth 
is 

today, 
stop a 


and 
there 
ing, as business 
conducted 

that c 
young man 
determined to suc- 
He must 
alize, however, that 


ality, 


ter, is 


an 


who is 


eed re 


the pathway to su 


atte? was the Cess 18 a hard one, 
In me 


made 


requiring many sac 
rifices In fact, I 
believe that am 
bitious 
who starts in at the bottom of the business 
ladder has a better opportunity to succeed 
than one who spends several years in college: 
the one is learning by actually doing things, 
while the other is getting from books certain 
knowledge that may or may not be of use in 
the business he into after graduation 

“You asked me a while ago about 
tunities on the Pennsylvania system. They 
as numerous ever. We the largest 
transportation unit in the United States, with 
235,000 stockholders. A large number of these 
are employees. Our road is the largest single 
factor in the material prosperity of Pennsy| 
vania. In the eighty-five years of its history 
the Pennsylvania Railroad has weathered the 
panics of 1873, 1893, and 1907, and its proud 
record is that all history has it 
failed to meet a financial obligation when due 
It has paid a cash dividend to its stockholders 
each year since 1847—a total of more than 
$1,000,000,000. It operates about 28,000 miles 


uld | haw 
ss 
an 


young man 


voes 
opm Tr 
are 


have 


as 


never in its 
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of track in thirteen states, between the Mis- 
sissippi and the Atlantic, and in 1929 its gross 
receipts from operations averaged more than 
$2,000,000 a day. In that year, it paid nearly 
$1,000,000 a day in wages to employees.” 
Surely not a small business, I reflected, as 
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the $35,000,000 in the cash box came to mind. 
I drew out my watch, and rose to go. Mr. 
Schotter glanced at the timepiece. 

“Don’t hurry,” he said; “never mind the 
time. I've never had office hours in my life; 
don't know what they are!” 


es ad 


Latin-American Good Will Luncheon 


Tendered to Doctor Gregg at New York City, May 9, 1931 


Report by A. A. Bowle 


eon was the outcome of a plan which 

originated among teachers and school 
officials in Latin-America to do honor to 
Dr. John Robert Gregg in recognition of his 
contribution to commercial education. 

In addition to carrying out the original 
plan, the Organizing Committee decided to 
use the occasion as an opportunity for drawing 
attention to the importance of commercial 
education in its relationship to amity and 
understanding among the peoples of the 
western hemisphere. 

That commercial education is making rapid 
strides throughout the republics of Latin- 
America is evidenced by the large number of 
schools and colleges that are introducing com- 
mercial subjects into their curricula. 

The Honorable John Barrett, who was the 
first Director-General of the Pan American 
Union and is at present chairman of the Inter- 
national Pan American Committee, was toast- 
master at the luncheon, and he issued a word 
of warning that Pan American solidarity must 
be achieved to preserve the New World ideals 
and practices. 

To give the names of all those who or- 
ganized the luncheon, or who spoke, or who 
graced the occasion with their presence would 
be to list leaders in commercial education and 
in the Pan American movement. Sefior Fran- 
cisco Vizcarrondo, vice-president of the Na- 
tional Education Association was chairman of 
the Organizing Committee, and associated 
with him were: 


"ee Latin-American Good Will Lunch- 


Dr. Frederick B. Robinson, President, The College 
of the City of New York 

Charles E. Murphy, President, Advertising Club of 
New York 

Congressman Loring M. Black, Committee on Educa 
tion, U. S. House of Representatives 

Robert E. Farley, President, Rotary Club of New 
York 

S. C. Mead, Secretary, 
New York 

Dr. Joseph M. Sheehan, Associate Superintendent of 
Schools, New York City Board of Education 

Dr. Paul S. Lomax, New York University, New York 

Nathaniel Atholz, Director of Commercial Education 
in the New York City Public High Schools 


Merchants’ Association of 


Dr. James C. Egbert, Columbia University, New York 


Dr. Edward J. McNamara, High School 
of Commerce, New York 

J. M. Torres Perona, Editor-in-Chief of “La Prensa” 

Alexander S. Massell, Secretary, Eastern Commer 
cial Teachers’ Association 

Enoch Adames, V., Consul-General for Panama 

Thomas G. O’Brien, President, Kiwanis Club of 
New York 


Principal, 


The local arrangements committee included : 
A. H. Rodriguez, Chairman, 270 Madison Avenue, 
New York 
Alberto Rembao, Foreign 
Service, New York 
Rafael Aran, “La Nueva Democracia,”’ 
Cc. E. Vascones, New York 
E. A. Murphy, New York 


Language Information 


New York 


The speakers included Professor William R. 
Shepherd, member of the Council of the Pan 
American Society of New York, charter mem- 
ber of the Geographical and Historical Society 
of the Americas, and consulting editor of the 
Hispano-American Historical Review; Sefior 
Manuel Cruz, Vice-Consul General for Mex- 
ico; Seftor Enoch Adames, V, Consul-General 
for Panama; Representative Loring M. Black, 
junior ranking member of the Committee on 
Education of the United States House of 
Representatives; Dr. Frederick B. Robinson, 
president of the College of the City of New 
York, and Mr. Charles E. Murphy, president 
of the Advertising Club of New York City. 

More than 350 attended the luncheon, and 
thousands of others had already extended their 
greetings by letter. Following the speeches, 
Toastmaster Barrett presented Mr. Gregg 
with these testimonials on behalf of the 
Spanish-American teachers and school off- 
cials. The letters were bound in book form in 
beautiful leather covers stamped in gold with 
a profile of Mr. Gregg. An illuminated Scroll 
of Honor was also presented to him, bearing 
the signatures of more than a_ thousand 
teachers in Central and South America, 
Mexico, and the West Indies. 

A full report of the proceedings is given in 
the May-June issue of El Taquigrafo Gregg, 
the Spanish stenographers’ magazine. 
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The LEARNER, 


A Department of Helps for the Beginner in Shorthand 
= Edited by JOHN ROBERT GREGG : 





—— Sf c ‘i 


a - 
——— 


Building Blocks 


OU have watched a group of children 
playing with building blocks and have 
een them absorbed in the erection of 
miniature houses, bridges, fences, and other 
structures. Swiftly and with uncanny accu 
racy they piled one block upon another until 
the structure was completed to their satisfa 
tion. Their innate capacity for and love of 


guided 
see them 
observe 


their brains and 
You did not 
nor did 
involved 


stimulated 
nimble 
to 
listening 
from an 
unplishing 


imitation 
their 
refer 
them 
tions 


fingers 
printed rules 
to 
architect o1 


a simple task in 


you 
instruc 
They 


a simple 


long and 
a Carpente! 
were acct 
and were getting a great deal of pleasure 
out of it. The thought of defeat never « 
their They went right ad 


their task with complete self-assurance. 


way 
tered 


heads ah with 


k asy a nd Fascinating 


with the 
f shorthand 


Your 


Building words and _ phrases 


str: 
is just as easy and just 


ight lines, curves, and circles 


lascinating. 


as 


love of imitati combined with native 


nimbleness of fingers makes it a simple matter 


your 


for you to learn to write shorthand. If you 
start out with the thought that shorthand 
easy to learn and a pleasure to write and if 
you have self-assurance you will make rapid 
progress und will soon be tal g real letter 
and articles from d th 
A Helpful Accomplishment 

Every day as you study your lesson keep 
in mind that you are learning shorthand not 
only for commercial and reporting purposes 
but also as a simplified form of brief writing 
for general use. The value of shorthand as a 
time- and laborsavins complishment is being 


more and more appreciated by those who have 





Notes on Chapters |—IJI] 


4 ie help you in your study of shorthand 
the Learner’s Department will give you 
three plates of shorthand month, 
plate to a chapter of the Manual. In addition 
there will be helpful suggestions on speed 
building transcribing. This month we 
shall comment on the first three chapters. 

To emphasize the simplicity of shorthand 
we are outlining for you a first lesson based on 
pages 1 to 7 of the Manual. 


each one 


and 


An Rasy First Lesson 


The student’s first strokes are a pair ol 
consonants, & and ind two vowels, a and « 
) Z 7 CJ ° 


They are simple and easy to make, flowing 
from left to right gracefully as his pen glides 
his notebook. K, g, he writes 
several lines of these strokes. 


across a, € 


much writing to do [The ever-increasing 
pressure ol the times will soon bring about 
the universal use ol shorthand and no edu 
cated man or woman will feel suitably equipped 
for his daily affairs without the helpful on 
omy effected by this pers al acc mplishment 
He joins them with an eas forward 
movement 
He adds ’ al d ” 
a “C7 , > > 
T and d re e the same treatment 
> 
He begins to use his shorthand at once by 
reading the following sentence 
a 
he > ,) 
pl ive a £0 d ; 
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Drills on the Manual Lessons 
Chapter One 


OO ED Sn Se 
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He now learns to write three commonly 
used words—the, a, and good: “The,” a bent 
t; “a,” a dot on the line all by itself; “good,” 
the stroke for g 


Now, he has a sentence dictated to him and 
writes it thus 


played ° , oT ae 
with oY O 


He continues a little farther on his short 
hand way by adding r and / and the aspirate A 


to his shorthand vocabulary 


To these characters he joims the two 


vowels—thus : 


OQ @ 


a = « & a 


ire ee 2 ‘. , 
It's an easy step from these joinings to the 
following ones 


He can now read the following memoran 
dum 


\o- in « hour © o 


lf he knew the outlines for the two common 
words m and hour, he could write the entire 
sentence in shorthand. He quickly learns them 
in the following group of 
called brief forms 


common words, 
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The following straight-line drill finishes this 


easy first lesson 


a) . — ad rs ey 


Rules Yes, the rules are in the text I he 
and clearly and are easy to 
think a student 
Try this simple plan 


Chapters II 


ire stated simply 
learn, but—Do you would 
need them very much? 
when learning the 


and III 


yomimgs im 


in Intere sting Test 


word-selection test 
for those who have completed Chapter I. This 
type of test helps you to transcribe more ac 
curately. Stenographers sometimes select the 
words 


Here is an interesting 


wrong when transcribing and excuse 
themselves by saying that they transcribed the 
word they had written in shorthand. This is 


no excuse. No word should be transcribed 
unless it makes sense. A stenographer, there 
fore, must have in addition to his shorthand 
skill an excellent knowledge of English and 
a familiarity with the meaning and use of a 
large number of words 


Now for the test! 


Words Missing in Trans: ripl 


\ list of fifteen words is given here im 
shorthand 
QO . Lo 
— 
a 
g 
Distribute these words so that the will 


We shall 


you the first missing 


complete the transcript on page 11 
start you off by 
It is when 


giving 


word. 
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Drills on the Manual Lessons 
Chapter Two 
TIPO SFB? Fh Gv 
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After you have 


your selection by 


with letter 27 on page 12 of “Graded Read- 


ings,’ 
E-dition. How many 
of you got it right 
the first time? You? 


Anniversary) 


Become Well 
Acquainted with 
Each Outline 
It is difficult for 


most people to de 
scribe i 


whom they do not 
know very well 
and have not seen 

uny times. And 
yet, how easy it is 


for them to de 


scribe minutely 
their intimate 
Irie ls nd rela 
tives 

In the first case 
it is not slowness 
ol speec! that hin 


ders them: it is an 


unfamiliarity with 
the features and 
characteristics of 
the individuals 
The Same 18 true 


in learning short 


hand outlines. If 
you cannot write 
an outline fluently 


your hand is not 

at fault. It already 

has sufficient skill 
’ 


to write any short 
hand outline flu 
Your 
Cannot write an 
outline fluently, 
however, 


ently hand 


until your 
intimately 
1 with it 


brain 
acquaint 


and can send a 


correct description 
of it immediately 
to the fingers. 

The method to 


use in learning the 
outlines given in 
your Manual, is to 
have the correct 
outlines before you 
so that an accurate 
picture of each one 
of them is photo 
graphed on your 
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brain; then 


the 
fifteen words you may check the accuracy of 


placed every one of practice 


comparing your transcript 
dictation or the eye 


Incomplete Transcript of a Letter 
Supply the blamks from list om page 9 


A 


— 


yw 
— 


ar 2 


Se: & 
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outline until both 


brain and hand learn to reproduce the outline 
on paper the moment the ear hears the word in 


it on the 
page. From 


printed 
tour 
to five repetitions 
will usually be 
sufficient 


Aiter 


mastered the 


ha.e 
out- 


you 


lines given in the 
text to illustrate the 
theory principles, 


you will find it eas 
to write new words 


by analogy and the 
application of the 
simple word-build 


ing principles 


Reading and 
Writing Practice 


cient way or mas 
tering the page ot 
reading an dicta 
tion practice given 
it the end of each 
unit 
1. Tra e tt 
» ? “w te 
{ practicabl lf not 
nscribe it in long 
Check ‘ 
racy f r tran 
t “ 
‘ 
{ y t c pax 
n shorthand 
t obtain the 
‘ } 
| e of the out 
nes given im «(the 
M iT ial, 
4. Read each copy 
is you can 
( se our text 
write the page 
it shorthand, 
4 y original 
vewritten or long 
l transcr pt This 
am « t meth 
of self-testing. 
6. Onc your text 
caretully compare 
each one of your out 
es, marking all er 
rs proportion 
int, and size. 
7 Pra tice the <« 
ted outlines five 
tirme 
5 Take the page 
‘ n dictatior til 
can write it flu 
ently at the rate f 
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Drills on the Manual Lessons 


Chapter Three 
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Suggested Assignments for Chapters 1—III 
Anniversary Edition 


OME of our readers have asked us to out past two years in a large number of schools 
line each chapter of the Three Red Books throughout the country 
so that they might follow a daily assignment The period given in the outline is interpreted 
which they felt would be practical and of the as a forty-five minute class recitation, supple 
right length. We are therefore giving an out mented by an hour of home preparation 
line that has been used with success for the The outline for Chapters I-III is as follows 
( ‘hapte ri Period {ssigument 
: 28 Manual, Par. 57 
Period Assignmes Speed Studies, Pars. 31-32 
” l Studies pp } dations ‘ < c 
I Ss at t ye | 16 Foundati t 29 Manual. Pars. 58-59 
peed an ccuracy Speed Studies, review Pars. 1 
2 Ma il, Chap , Pars. 1-4 
Be "i . . 30 Manual, Pars. 60-62; review Pars. 41, 53 
Speed Studies, Par 
: 31 Speed Studies ro 14 view Ps 12 
Manua Chap. I, Pars. 5-8 pec Par _— - 
Speed Studies, Par. 2 32 Manual, Par. 63 
{ Manual, Chap. I, Pars. 9-12 i3) Speed Studie lars 36 
Speed Studies, Pars. 3-4 34 Manual, Par. 64 
Manual. Par. 13 Speed Studies, review l’ars. 35-36 
Test on Unit 1, Progressive Exercises | 35 Speed Studies, Pa 37 
6 Manua Pars. 14-17 Manual, review Par. 64 
Speed Studies, Pars. 5-7 36 Test on Unit 6, Progressive Exercises 6 
Manual, Pars. 18 fest on Chap. II Rollinson Diagnostic Test 
Speed Studies, Par. 8 
# Manual, Pars. 23-24; review Par. 2 Chapter III 
Speed Studies, Par. 11 
9 Manual. Par. 25 Period issignment 
Vest mn Unit 2, Progressive Exercises 2 37 Manual, Chap. IIl, Par. 65 
10 Manual, Pars. 26-27 Speed Studies, Pars. 38-41 
Speed Studies, Pars. 9-10 38 Manual, Par. 66 


: ' —_ , 
li Manual, Par. 28 Speed Studies, revi Par 8-41 
39 Manual, Pars. 67-68 


12 Manual, Par. 29; review Pars. 2, 23, 24 
Speed Studies, Par. 42 


13 Manual, Pars. 30-31 " ' 
) : » 9 
Seced Studies. Pat 12 4 fanual, Par. ¢ 
Speed Studies, Pars. 43-45 
14 Manual, Par. 32 . 
41 Manual, Par. 70 
15 Manual, Par. 33 fest on Unit 7. Prowressiy Exercises 7 
Speed Studies, Par. | 2ea 
42 Manual, Pars 1-73 
16 Speed Studies, Par. 14 Speed Studies, Par. 46 
Manual, review Par. 33 A . . ae & 
43 Manual, Par 4: review Pars. 7 ; 
17 Test on Unit 3, Progressive Exercises 3 Speed Studies, Par. 47 
Test on Chap. I, Rollinson Diagnostic Test : ye 
44 Manual, Pars. 75-76 
, Sp Studies, I: 48 
( hapte r Jl Speed Studies, - 
45 Manual, Par. 77 
Per / {ssienment Test on Unit & Progressive Exercises & 
18 Manual, Chap. II, Pars. 34-3 46 Manual, Pars. 78-79 
Speed Studies, Pars. 15-17 Speed Studies, Par. 49 
19 Manual, Pars. 36-39 47 Manual, Pars. 80-83 
Speed Studies, Pars. 18-23 Speed Studies, Par. 51 
20 Manual, Par. 40. 48 Manual, Pars. 84-86 
Speed Studies, review Pars. 18-23 Speed Studies, Par. 53 
21 Manual, Pars. 41-44; review Pars. 2, 23, 24, 29 49 Manual, Par. 87 
22 Manual, Par. 45 Speed Studies, Par »Y 
lest on Unit 4, Progressive Exercises 4 50 Manual, Par. 88: review Pars. 69, 75 
‘ . “9 
23 Manual, Pars. 46-49 Speed Studies, Par 52 
Speed Studies, Pars. 24-28 51 Manual, Par. 89 
24 Manual, Par. 50 52 Speed Studies, Par. 54 
25 Manual, Pars. 51-52 53 Manual, Par. 90 
Speed Studies, Par. 29 Speed Studies, review Par. 54 
26 Manual, Pars. 53-55 54 Speed Studies, Par. 55 
Speed Studies, Par. 30 Manual, Par. 90 
27 Manual, Par. 56. 55 Test on Unit 9, Progressive Exercises 9 


Test on Unit 5, Progressive Exercises 5 Test on Chap. III, Rollinsor Diagnostic Test 
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MASTER SorARTS 


Baise from Cabbagey and vig pace 





ey O.HENRY west 
(Copyright, 1903, by Doubleday, Do nd Compan 
Reprinted in shorthand by permission of the seme 


» ale 7 ae + ns J Ategh 
C. gas ..? — ‘*2 A oy, e 
g 


ee “aoe ae “ae ss L 6 if 
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(To be continued next month) 
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E told you 
in June and 
the month 
before what the stu 
dents are doing in 
the commercial clubs 
at MacMurray Col- 
lege and at the E. (¢ 
Glass Senior High 
School at Lynch 
burg, Virginia 
We have received, 
too, an interesting 
account of what has 
been done this year 
by the Beverly High 
School Commercial 
Club, Beverly, Mas 
sachusetts. But let 
us give it to you as 
it 


came to us from 
Miss Martha ( 
John, one of th 
club’s sponsors: 

“I think you will 
get an idea of ow 
activities from the 
enclosed list of pro- 
grams. They will 


explain themselves 
except that they do 
not give full details 
about two of our 
guests—Mr. Roy 
Patch in the in 
surance business; 
Miss Mabel Goguen, 
former manager of 
the Employment De- 
partment of the 
Remington Rand 
Business Service, 
Inc., is a former stu- 
dent of 
school 


is 


our high 
“In the fall we had 

enjoyable Hal 
Party, at a 
camp near the city, 


an 
lowe’en 
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Activities 


Programs of Commercial Club Meetings 
1930-3] 


Ny 
Talk and 


Biondini 


on (,01 ke n 


Frederick 


wember § 


Rentschletr 


und at present a teacher in the Commercial! I 


and our June outing at one of the beaches is 


the big event of the year. 


pupils alike, put aside responsibilities and cares 
and enjoy the briny air, good times, and good 


things to eat 


“This spring we sent a letter to graduates 
of the Commercial Course and have received 


replies which are read at the meetings 





This Matter of Speed” Margaret Lewis 
Talk on Office Appliances——Marie Johnson 
“For Multiple Copies”—/ vn Woods 
Typewriter Jazz” 
“Nohody Ever Finds Anyt ge There stor f 
filing—Robert Price 
Lie mber 
Talk on Owen D. Young—Marion Perkins 
Dramatization of “Which One Is You a lesson on 
the mistakes in typewriting, acted by seven seniors 
and five juniors 
Talk on the Correlation of the Dictaphone 1 the 
C'ypewriter——Helen Anderson 
anu isn 7 
Miss Ce ' Sfarr Speaker (Miss Starr wa nali« 
to come) 
February 4 
Wiss Dorothy Ellis, a graduate of Beverly High Sch 


lepart 


More About Commercial Club 


ment Miss Ellis’ talk was from her point of view 
s a graduate rather than as a teacher 
February 1? Spe 1 Meetis 
The Requirements of a Good Office Em e« 
Mr. Roy K. Patch, former Mayor of Beverly 
March 4 
The Kind and Uses of Directories’""—Mr. Charles Hi 
Hawkes, Manager of the direct mailing advertising 
division of Sampson, Murdock Company, Publishers 
of Directories 
fpr g 
‘The Do's and Don't’s of a Business Office’ 
Miss Ruth Duclow, Assistant Treasurer of Alm; 
Bigelow, and Washburn, Inc., Salem, Mass 
liss Mabel Goguen gave a demonstration { the 
Remington Noiseless Typewriter 
May 6 
A business play by members of the C! 
June 3 
Outing 
like to have you d is to 
some of your experiences 
d eachers arm 
All, teachers 1 of school Some of the p 
interested are 
] Whet does the emy 
tary, typist, bookkeeper, « 
2. How do initiative a1 
progress? 
These 3. What are some f il 





ince you hat 


te 





value 
tend to 


are ol much 


because 
link closely, in the 
minds of the mem- 
bers, the work of the 
schoolroom and the 
business office 

The letter read: 


the y 


Beverty Hicu 
SCHOO! 


Dear Gradua 


, 
Beverly High School 


Tlow 


be out 


lo 


in th 1 


¢ mtiIsine 


high 


and 


world, away from 
school te 


he rk 


ichers 


mew 


mer ] aT l (;,ene 
Bus neces c "reese ‘ 
Beverly High organize 
a Commer i 
you were 1 
last years gra ng 


you re 


members for 
We 


ms 


its 
isiness. aim to 


have progra at our 
meetings that 
to Commercial! 
tvdents, arm feel 
increasing the 
as we 
h } 1 
the 


wr 


will he of 
interest 
1 we 
we are 
value of our Clul 

go on We have 
as speakers from 

husiness world, our ¢ 
Ex-Mavor Patch and 
Mr Hawkes <¢ 

Sampson & Mu 


Company, publ 


also 


directories 
Now, what 


to tellir 


we wou 


rite us gus of 


e heer 


in which we ire most 


general cler al worker 
person ality 


things to which a higlt 
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school graduate should give particular attention to 


he successful in the business world? 
4. How may one improve himself and make him 
self better fitted for his work after graduation ? 


We feel that your advice on such questions will be 
helpful to us, since you have had actual experience 
in those fields which we hope to enter May we not 
hear from you as soon as possible? 


Cordially yours, 


“The present officers are Miss Vivian Cann, 
president; Miss Helen Martin, vice-president ; 
Miss Frances Hughes, secretary-treasurer ; 
and Mr. Cortland Noyes, sergeant-at-arms. 
There is a faculty committee of three which 
approves any action taken in the Club. Be- 
sides myself, the members of this committee 
are Miss Angela Mulhane and Miss Dorothy 
Ellis. Also, though he keeps himself in the 
background, nevertheless ever ready with help- 
ful suggestions and advice when we seek it, 
is our friendly chief, Mr. E. E. Gaylord. 

“Meetings are held after school on the first 
Wednesday of each month. 

“The Club, under the direction of the chair 
man of the Program Committee, Miss Sarah 
MacLachlan, had charge of the school As 
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sembly in February. There were remarks by 
the president; the play from the Gregg Writer, 
‘Not to the Swift’; Carolyn Wells’ poem, 
‘The Beggars’; and the singing of the Club 
song by a group of members.” 


Commercial Club Song 


(Tune: Anchors Aweigh) 
We're the Commercialites, loyal and true, 
Aim to prepare for success all the glad day thru-u-u-u 
Business and pleasure this is our measure, 
We will come thru with colors flying for our dear 
Commercial Club 
Always aiming for the 
accuracy 
Ever ready with a cheerful 
Bookkeepers, filing clerks, typists, stenos, we will 
he for P 
We're the Commercialites, loyal and true, 
Aim to prepare for success all the glad day thru-u-u-u 
Business and pleasure this is our measure, 
We will come thru with colors flying for our dear 
Commercial Club 


highest goal, which is 


willing personality 


Miss John sent us also a copy of their Club 
Constitution, and we are passing it on as a 
suggestion for some of you who are planning 
to organize a commercial club in your school 


Constitution and By-Laws of the Commercial Club of Beverly 
High School 


E, members of the Commercial Depart- 

ment of the Beverly High School, in 
order better to prepare ourselves for business, 
to attain and retain high- scholastic standing, 
and to promote a closer spirit of codperation in 
our Department, do hereby organize the Com- 
mercial Club of the Beverly High School, to 
be governed under the following Constitution 
and By-Laws: 


ArticLe I 
Vembership 


Section 1. The members of this organization shall 
be Seniors and Juniors of the Commercial Department 
whose scholarship record at the end of the quarter 
immediately preceding admission to the Club shows a 
majority of A's and B's, with A or B in at least two 
major subjects, and with no E in any subject; or 
shows a majority of A's and B’s in all major subjects, 
with no E in any subject. In Citizenship rank a mark 
of U makes a pupil ineligible. A major subject is a 
subject carrying at least three credits. 

Section 2. All students who have attained the 
necessary qualifications shall be notified of their 
eligibility by the Chairman of the Faculty Committee. 

Section 3. Each member shall receive from the 
Secretary a membership card, which, when requested, 
he shall show to the Sergeant-at-Arms for admission 
to a meeting. 

Section 4. A member who falls below the require 
ments of Section 1 will be automatically dropped from 
the Club and shall give up his membership card to 
the Secretary. 

Section 5. To be 


reinstated a pupil must again 


meet the requirements of Section 1 and also receive 
a favorable vote at a joint meeting of the Executive 
and Faculty Committees. 

Section 6. (a) A pupil eligible for membership at 


the end of his Junior year is eligible for membership 
at the beginning of his Senior year. 

(b) A pupil whose scholarship and 
standing at the end of his Sophomore year meets the 
requirements of Section 1 is eligible for membership 
at the beginning of his Junior year 


citizenship 


Articie II 
Officers 


Section 1. The officers of this organization shall he 
President, Vice-President, Secretary-Treasurer, and 
Sergeant-at-Arms, to be elected for a one-year term 
at a meeting held for that purpose 

Section 2. The President shall be a Senior. 

Section 3. The Vice-President shall be a Junior 

Section 4. The Secretary-Treasurer shall he a 
member of the Senior Shorthand Class. 

Section 5. The Sergeant-at-\rms may he a mem 
ber of either class. 


Articie III 
Meetings 


Section 1. The Club shall hold its meetings at 
2:20, on the first Wednesday of each month unless 
notice is given by the President of a necessary change 
in date. 

Section 2. The officers shall he elected at the 
meeting held in October. The election shall be under 
the supervision of the Faculty Committee. 

Section 3. Special meetings may be called by the 
President upon petition of ten club members, or of 
three members of an active committee. 


ArticLe IV 
Elections 


Voting shall be by a separate ballot for each officer 
proposed hy the Nominating Committee. A defeated 
nominee shall he replaced by not more than three 

















September, 1931 


floor The 
shall take 


election hy 
place at the 


from the 
ballot of an officer so named 


nominees named 


same meeting 


ArTICLE V 
CVuorum 


[Two-thirds of the members of this Club shall cor 


stitute a quorum 


ArticLe VI 
Rules of Order 


authority 
this Club 


official 
procedure of 


Manwal shall he the 


parliamentary 


Cushing's 


governing the 
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shall keep 
vided with a list of eligible 
orders of the Secretary 
President 


payments of money, and 


all receipts and 
the Sergeant-at-Arms pr: 
members To he 
Treasurer must be countersigned by the 

Section 4. The Sergeant-at-Arms shall keep order 
and allow no one to enter at a time when it would 
interrupt the proceedings. He shall have a check-list 
of the membership for the of verifying each 
person's right to 


valid all 


purpose 


attend 


ArTicLe Il 
C omomittees 


Section 1. 
shall be 
and Social 

Section 2 With the 
Committee, the Committees shall be appointed by the 
shall desigt ite the chairmen 


The Standing Committees of the Club 


Executive, Program, Nominating, Publicity, 


exception of the Executive 


President, who 














Miss John and Some of the Members of the Beverly High School Commercial Club 


Articte VII 
{mendments 


This Constitution a two-thirds 
vote of the entire membership of the Club, provided 
that the proposed amendment has been 
writing at a previous meeting 


may he amended hy 


presented in 


BY-LAWS 
ArTIcLe | 
Duties of O fic ers 


Section 1. The President shall preside at all meet 
ings of the Club and the Executive Committee; act 
as ex-officio member of each Committee; appoint the 
chairmen of the Committees, with the help 
of the Faculty Committee; and represent the Club on 
all public occasions. 

The Vice-President shall perform the 
duties of the President in the event of the President's 
absence. 

Section 3. The Secretary-Treasurer shall keep the 
records of the Club meetings; read all official com 
munications, conduct the Club correspondence, record 


various 


Section 


Section 3. The Executive Committee shall consist 
of the elected officers and the chairmen of the variou 
committees 

Section 4 All Committees, with the exception of 
the Executive Committee, shall consist of five mem 
bers, at least two of the five being Juniors 

Section § All Committees, with the exception of 
the Program Committee, shall serve a one-year term 

Section 6. The Program Committee shall consist 


of five members, one acting as chairman for one year 
member shall he replaced by a 
with the 


Program Committee 


month one 
that 
members of the first 
ber shall serve for 
Section 7 If 
Committee becomes 


and every 


new member, so exception of three 
cac h mem 
four programs 

an officer or a member of a standing 
ineligible for 


shall he filled by a 


membership, the 


vacancy member appointed by the 
Executive Committee, with the advice of the Faculty 


Committee 


ArticLe III 


Duties of Committees 


Section 1 The Executive Committee shall have 
charge of the general business of the Club: it is the 
senior committee 

(Continued on page =) 
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A “Teaser” for Your Talent 


HIS puzzle page is just another reflec- 
tion of our constant endeavor to add to 
the interest of the Writer for 
each of you. It is a bit of for the 
sometimes more or less toilsome reading prac- 
tice that a part of short- 
hand education 
It is a challenge to wits and 
reasoning powers. Also this plan brings to 
you problems of much the same nature that 
you have in handling the day to day grist of 
notes taken in a business office. 


Greaa 
“seasoning” 
necessa&ry 


forms sO 


your your 


You will see that a small section of the 
? 
te é 
se at >t 7 2 - 
ao 
_ y, ¢e 
¢ Ne A. _-_ ct _* Cc. 


‘ c » - rs ’ ‘€ > | < « a” } 
’ ea : oa 
— ‘ - o_ — ao “ J Qa” ’ e 7 
awe 
—— 
—— Sa aoe ) 
s c 4 ? . 
« C f * d "=> c 4 4 y 3 
‘ s ’ ’ ’ , 
. ¢ 9 (7 . 4 4 / . - 
= ( LA «€ o 
P= RT Sra > € 
; ) 
a C2 * ” - 4 = ‘4g ? * ‘ 
F ) fi C 
+ than A . Sie fo 
ss < aA_* 
> ory A . y 
’ i“ > - e co ( ya) A 


Sd ee 
, 9 aw ) 
( 9 ‘ — A ° - ff . f 7 
7 Paha a 4 





plate has been cut out right down through the 
Sometimes this takes away a part 
some of it showing; 
our 


shorthand. 
of an outline, 

in some places entire outline 
problem is to read the plate, supplying the 
missing parts by figuring out from the parts 
of outlines you find and from the context of the 
tes 


leaving 


$; are gone \ 


matter what is needed to complete the n 
and the sense of the selection. 
Now “go on with the story”! 
will enjoy it. Don’t send your transcript 
for correction. We will print a “key” to the 


puzzle in next month’s Gregg Writer. 


We he ype you 


to us 


c< > 
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a 


Shorthand and the Goddess of 
Chance 


Hk copybo« ks notwithstanding, chance 
or luck plays a great part in any 


Living is such a complex and 


success 
, 

In ile 

variable process that it could not be otherwise 


lf-made man may delight his auditors 


boastful tales of his industry 


T he s< 
and himself with 


and of the long hours he spent burning the 
midnight oil, but even he must admit that all 
his effort and his weary vigil would have 
availed him nothing had not the little green 


goddess of chance happened along and tapped 
him on the saying “Here, fellow; 
this is your opportunity t 
now it’s 


shoulder, 
hour ; 
your 


here’s your 
ake use of long preparation ; 
up to you!” 

That is the moment when 
made. All that the weary 
had been waiting for, all that he required to 
go out and put his talents to use, that 
golden tap on the shoulder. Had it never come 
to him—but, ah, It cannot 
fail to come. A long time, and 
nothing than that the 
operate for each one of 


another success 


in life is student 
was 


it always does come 
lifetime is a 
certain 


there is more 


averages will 


us before we die. Paradoxical seem, 


luck is one of the 


as it may 
constant elements of life 
sometime 


it is hound to come to everybody 
during lifetime lo some it appears with 
greater torce and in greater measure, it is 
true to some tavored ones it may return again 
ind again; and to others it may make but 
feeble, timid gesture, but luck it is, never 
theless 

What the successful man or woman can and 


should boast of is not the industry of which 
he is possessed—the fool can be industrious 

but rather the foresight and the patience that 
kept him or her to the task of weary prepara- 


tion. The five wise virgins must have polished 
and filled their lamps many times and they 
must have got their dainty fingers soiled keep- 
ing the wicks clean as they waited for the 
bridegroom to come; and sometimes they 
must have thought he was never going to 
arrive; but when he did get there, lo, the 


their and the wicks were 
They were ready. 


world’s history 


had oi! in 
trimmed 
career in the 


lamps 
Every successful 


proves the point 





of the parable. It is not so much that “ci 


cumstances make the man,” as we are wont 
to say to explain some phenomenal success 
rather, it is the man recognizing and making 
use of the circumstances Before he became 
successful, the man must already have pos 
sessed the capacit that he subse juently dis 
played; indeed, he had probably spent his lite 
patiently and wearily preparing for just such 
an emergency All that he was waiting for 
was the tap on the shoulder, the fateful 
presence of “Lady Luck” at his side, whis 
pering the olden word of opportunity un 
his ear 

There is no such thing as sted effort 


effort may be better directed than othe: 
effort, but no honest attempt at 


some 
personal im 


provement is ever lost. It all adds something 
to our preparation. Each added talent that 
we develop gives us one more possible point 
of contact by which to attract the burning 


spark of opportunit It eem unim 


portant, unrelated, at the moment, but it is 
never valueless, if it is sincere and serious 
Still, it is the concentrated, directed effort 
that offers us our eatest hope of success. 
that is why schools and curricula exist, be 
cause we have learned by experience that 
opportunity is naturally attracted by a trained 
prepared mind 

Shorthand is one of those pursuits in life 


that requires more of patience and preparation 
than of “dil- 
ficult” calls for a 
considerable amount of manual skill and men- 
skill is built 
practice It 
{ discouraging ; 


anything else It is not really a 


study as studies go, but it 
tal coordination, and any kind of 
up only by long hours of serious 
is not that shorthand is of itsel 
rather, it is one of the most 
studies, but 
anxiously along, 


entrancing of 


there are times, as we hurry 


when no progress is apparent 


when, whatever we do, we seem to remain at 
a standstill 
all skill development. “Plateaus” or “pr 
levels,” these stagnant periods are called, 
the skill that we have already devel 


“setting” or 


This ts a characteristic stage 1 


gress 
when 
’ 


oped 1s 


hardening: and then when the 


process is complete and we are on the verge 
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of quitting, suddenly with a spurt our speed 
goes up and our errors come down, and the 
outlook is cheerful again. 

It is this business of silent, patient prepara- 
tion that is the hardest period of any career, 
but it is the determining period that makes 
for eventual success or failure. There is no 
need to worry about “Lady Luck” getting 
around to us. She literally stands at the side 
of the well-trained secretary today, beating a 
constant tattoo on his or her shoulder blade. 
This is the age of business, and the young 
man or woman who will train seriously for 
the job can be assured that he or she will 
never fail for want of a chance. 

She is a capricious thing, this goddess of 
chance. She sorely resents being rebuffed 
when she taps, and she may go away never to 
return; but she gives her choicest favors and 
will come again and again to those who are 
receptive and waiting. 


ad 


Working Up from the 
Ranks 


ORD has just come to us that Mr. 

Emil A. Trefzger has been appointed 
Sales Manager for the Underwood Typewriter 
Company, with headquarters in New York 
City. We wish to extend our hearty congratu- 
lations to him for the recognition by the 
Underwood Company of his exceptional execu- 
tive ability. 

Mr. Trefzger has spent his entire business 
career with the Underwood Company. He had 
studied both shorthand and typewriting but 
became interested particularly in typewriting. 
He won first the Amateur Championship of 
the World, then the English Championship, 
and finally the World’s Championship. Owing 
to his great ability as an expert demonstrator, 
he was sent abroad as a special representative, 
where he remained for several years, visiting 
all European countries. 

Upon his return he was appointed branch 
manager of the Jacksonville office. This in- 
troduced him to the real business end of the 
typewriting business. His ability won him a 
promotion to the larger branch office at Balti- 
more. Cleveland next claimed him for five 
years as branch manager; then Los Angeles, 
at which point he was promoted to the Dis- 
trict Managership of the Pacific Coast. 

At the beginning of this year he came to 
New York as Assistant Sales Manager, which 
position he held until his present appointment 
as Sales Manager. We know that his host 
of friends among the readers of this magazine 
will rejoice in his promotion. 
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Just Received from 
England 


ISS EILEEN MILLIGAN, trained at 

the Gregg School, Carlisle, England, 
has been placed “Second in the Kingdom” in 
the British Shorthand-Typists Examination, in 
which over 1100 candidates took part. Good 
work Eileen! 


oe ad 


Chamber of Commerce 
Examinations 


R. JOHN McKECHNIE, managing di- 

rector of The Gregg Schools, Ltd., of 
Great Britain, has grounds for elation in the 
results that were attained in the shorthand 
examinations given by the London Chamber 
of Commerce, for the first place at 130 words 
a minute and the first place at 100 words a 
minute went to students of this chain of 
schools. 

“First Place in the Kingdom” is the way 
it is stated in England. This year Miss Flora E. 
Butler, of the Norbury branch, succeeded in 
winning this distinction. Along with the title 
goes an award of ten pounds sterling. The 
speed—130 words a minute for seven (7) 
minutes. No mean test, that! 

The winner at 100 words a minute was Miss 
Peggy E. Glanfield; while second prize at this 
speed was won by Miss Edith Judt, both stu- 
dents being in attendance at the Hampstead 
branch. In the junior stage, Miss Frances M. 
Simpson and Miss Bessie Phillips, both of the 
Stoke-on-Trent branch, won first and second 
prizes respectively. 


we 
An Innovation 


LL dictation material issued by The Gregg 

Publishing Company from this time on 
will be counted in a new way. Instead of 
counting the actual words in the letter or 
article, we shall count the words at the rate of 
1.40 syllables to a word. That is to say, 100 
words a minute will always be 140 syllables 
a minute. 

Briefly, the advantage of this plan is that 
in the future all dictation material will be 
much more nearly equal than has ever been 
the case in the past. 

A complete discussion of this method of 
counting and its advantages will be found in 
this month's American Shorthand Teacher. 
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The Power Behind Your Pen 


\Y and colorful September is here 
again with everybody, rested and 
happy, tripping back into classrooms 
and offices. From lake, mountain, ocean, or 
wherever fancy dictated for the summer play- 
time, you come, brimful of zest and enthusiasm 
for the new tasks and determined that achieve- 
ment and success shall crown your efforts this 
year. To you all I extend a hearty greeting! 
Many of you are beginning the study of 
shorthand and typewriting for the first time 
and have many adventures—and some misad- 
ventures, it may be!—in store for you. If you 
bring to your study the proper degree of 
earnestness and enthusiasm you will enjoy 
every minute of it, and at the conclusion of 
the course you will find yourself the happy 
possessor of a power that may help you to 
materialize your most coveted ambition. 


The Open Sesame 


Shorthand has been the means of my realiz- 
ing the most precious dream of my life 
traveling in the Orient. I started with my 
company as stenographer at eighteen dollars 
a week but, thanks to your encouragement and 
that of my teacher, which kept me everlast- 
ingly on my toes to excel in my studies, I did 
not have to stay there long, but was shortly 
afterward chosen to succeed the secretary to 
the general manager. This new position paid 
thirty dollars a week at the start. But I wasn’t 
destined to remain in that long, either. The 
company decided to send one of its men on a 
trip around the world to establish branch 
offices and I was elected to accompany him 
as his secretary. I have had one year of 
glorious adventure over land, on the seas, in 
the air, and I would not take anything for m 
shorthand training.” 





So said a young man who stepped into our 
office recently after having completed a round- 
the- world trip. 





“What's your suggestion to the students 
who are beginning the study of shorthand 
next month?” we asked him 

“I can make no better suggestion than that 
contained in the bit of verse by Braley which 
I read in your magazine at the beginning of 
my study back in 1927. I copied it and kept 
it on my desk. I have memorized it, and re 


peat it whenever I feel the need of a good 
strong stimulus to help me over a rough place 
If you want a thing bad enough 


To go out and fight for it 
Work day and night for it, 


Give up your time and your peace and your slee; 
tor it, 

If only desire of it 

Makes you quite mad enoug! 

Never to tire of it, 

Makes you hold all other things tawdry | cheay 
for it, 

If life seems all empty and useless without it 

And all that you scheme and you dream is about it 

If gladly you'll sweat for it 

Fret for it, 

Plan for it, 

Lose all your terror of God or of man for it 

If you'll simply go after that thing that you nt 

With all your capacity, 

Strength, and sagacity, 

Faith, hope and confidence, stern pertinacit 

If neither cold poverty, famished and gaunt 

Nor sickness nor pain 

Of bedy or brain 

Can turn you away from the thing that i want 


If dogged and grim you besiege and beset it 
You'll get it! 

“If students get this thought into their heads 
I don’t see how they can fail!” 

In short, Mr. Anderson's opportunity came 
to him as a result of having an ambition, a 
dream, and working to accomplish it. Hazlitt 
said that success in business is seldom owing 
to uncommon talents or original power, but to 
the greatest degree of commonplace capacity 
The power to realize your ambition is in your 
hands. 

Stenography is one of the surest ways of 
getting into the bigger and broader fields of 
busit.ess and professional life. Also, it is one 
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of the quickest, and if you read the lives of 
successful men and women you will be sur- 
prised to find how many of them started as 
stenographers. Whether shorthand is to be 
used as a profession or as a means of getting 
into some other field of business, professional, 
or literary activity, bear in mind that the 
choicest positions are held for those who have 
acquired the highest degree of technical skill 
and efficiency in it 

To acquire this proficiency with the maxi- 
mum of ease, plan your work so as to have 
a period for study and practice erch day, and 


You Can Win These 


EALIZING how remote and unreal is that 

dream of being a stenographer or secre- 
tary, to many of you who are still struggling to 
make untrained fingers obey your commands 
in writing shorthand from dictation or making 
perfect copies on the typewriter, this Depart- 
ment has inaugurated a that 
will measure your progress along the way. It 
may first that you never can learn 
to read and write as fast as you have been 
told you will, but the fine part about shorthand 
and typewriting is that they are about the 
easiest subjects you can learn if you are faith- 
ful in your practice. To make that practice 
more interesting, we are going to tell you 
about the beautiful certificates and 
prizes which you can earn with very little 
additional effort—in shorthand penmanship, 
shorthand theory, dictation speeds, typewriting 
theory and typewriting speeds—some of which 
you will soon be ready to try for, and others 
that will be available to you at short intervals 
throughout the course. Read about them and 
then d termine to win as many of them as you 
can, while developing and perfecting shorthand 
They are the milestones 
along the road to your success. Develop the 
maximum of speed and power as you advance, 
and have not a doubt in your mind but that 
you will come abreast of the finishing line a 
winner ! 


series of tests 


seem at 


many 


and typewriting skill. 


The First Shorthand Credential 


A beautifully engraved certificate of Mem- 
bership in the Order of Gregg Artists is the 
first mark of distinction to be conferred upon 
you in shorthand. This certificate is awarded 
to you as soon as you have acquired a proper 
degree of skill in writing good notes. The 
tests published in this magazine each month 
may be written as soon as you have finished 
the eighth lesson in the Manual. Thousands 
of students apply for and receive their Mem 
bership certificate at that time. The value of 


learning to write good notes will be stressed 
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stick to that plan. Every lesson must be per- 
fectly understood and The 
bilities in your studies, and the opportunities 
accorded by your mastery of shorthand will be 
revealed to you as you progress. Keep in 
step with your class—or march ahead—do not 
slip back! What are to become in life 
depends upon what you do right now. In your 
first month of study you will lay the founda 
tion upon which will be built 
That foundation strong, and 
enduring, if you 
store for you. Build well! 


executed possi 


you 


your career 
must be 


would win the 


solid, 


success In 


»>—_> 


Department fre 


ss depends upon 


by your teicher and by this 
quently, because 
good writing technique, just as a 
of football or golf depends upon the player's 
technique. The series of penmanship lessons 
beginning next month will help you in style 
development. It may interest you to know 
that there are hundreds of thousands of short 
hand writers belonging to the Order of Gregg 
Artists—members in country on the 
globe. Hundreds of letters written in shorthand 
this Department from these 
writers—beautiful notes that can 
fluently as longhand. Indeed, 
You, too, can win the distinction of belonging 
to the O. G. A., the largest shorthand organi 
zation operating in the world today—an honor 
that will give you a great deal of satisfaction. 


your succ 


rood game 


every 


are received by 
be read as 


more fluently ! 


To secure the certificate, write, in your best 
style of shorthand, one of the tests published in 
this magazine each month, using either pen or 
pencil, and submit it, either individually or 
with a group from your school, in accordance 
with the instructions given with the test. If 
your notes qualify for membership, the cet 
tificate will be mailed to you; otherwise, your 
paper will be returned with notations telling 
what is wrong. If your notes show a high 
degree of fluency and_ skill, will be 
awarded the gold emblem pin also. If you 
or your classmates are interested in securing 
club prizes as well, your teacher will explain 
how they may be won one of you 
should win the O. G. A that 
your school may be represented 100 per cent 
strong in the shorthand writing contest to bs 
announced later. 


you 


Every 
Certificate, s« 


First Typing Credential 


Assuming that you have finished the type- 
writing keyboard by this time, you are ready 
to use your magazine in the typing department 
and secure the first typing award. This is the 
Junior Membership Certificate in the~Orde: 
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of Artistic Typists, a typewriting organization 
with membership in many countries. The short 
typewriting test published each month in this 
magazine calls for neat and accurate work; 
you should see that the type is clean, ribbon 
good, margins even, and typing technically 
perfect on the test. Since you are eligible to 
try for this award as soon as you have learned 
all the letters on the keyboard, it naturally 
will be earned very early in your typing course 


First Typing Speed Credential 


Speed must go hand in hand with accuracy 
on the typewriter, and in order to increase 
your speed a certain amount of repetition work 
must be done. When the keyboard is finished, 
you are ready to start endurance practice on 
the Competent Typist Tests published in this 
magazine each month, with a view to winning 
the first Certificate awarded for 
forty words a minute. The test may be prac- 
ticed as much as you have time for each month 
until this speed is attained, when your teacher 
may then give it to you in accordance with 
instructions and send your paper to us if it 
qualifies for the certificate. 


Progress 


Sizty-Word Transcription Speed 
Certificate 


As soon as you can write sixty words a 
minute in shorthand the first transcription 
speed certificate is the objective offered to you. 
These tests are not published in the magazine, 
but are available through your teacher. Need- 
less to say, the practical value of your short- 
hand training in the business office is ability 
to correlate shorthand and typewriting in 
an efficiently typewritten transcript. When 
you apply for your first position, your ability 
as an efficient stenographer is determined pri- 
marily by the manner in which you go to the 
machine and transcribe the dictation that has 
been given to you. In order not to lose time 
fumbling with papers and carbons, struggling 
with levers on the machine, or in reading back 
notes, you should transcribe at the machine as 
often as possible for the practice it gives you 
If your shorthand speed is eighty words a 
minute you are eligible to try for the eighty- 
word certificate at this time, also. 


The First Milestones 


A certificate of membership in the Order of 
Gregg Artists in shorthand writing, a junior 
certificate in the Order of Artistic Typists, 
the Competent Typist speed certificate at forty 
words a minute, and the transcription cer- 
tificate at sixty words a minute are the objec- 
tives available to you—the first milestones on 
your road to successful accomplishment. 
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Intermediate Awards in Shorthand 


Training for the O. G. A. Contest with a 
view to winning the gold emblem pin and the 
Certificate of Superior Merit is the next step 
in your shorthand writing training, assuming 
that you already hold the O. G. A. Member- 
ship Certificate. At this point you will strive 
to perfect the good style of writing you have 
already acquired so that you can win the gold 
emblem in the Contest. The finesse required 
for this distinction requires careful attention 
to good notes and faithful practice in learning 
to write them fluently ; but, if winning the gold 
emblem is your ambition and you work to 
accomplish it, you will win. Since the success 
of your school and the place that it takes m 
the International O. G. A. Contest depends 
upon the number of individual students able 
to qualify for these awards, you are bound to 
work hard to place your school close to the 
top of the prize-winning schools. 


Complete Theory Certificate 


When the shorthand Manual is completed 
you are ready to take the test for the student's 
Complete Theory Certificate. This may be a 
requirement for promotion or graduation in 
It is in many schools. The test 
the principles 


your school. 
is easy, but you should know 
in your textbook and have sufficient writing 
practice to be able to apply them 

These are all the awards available to you 
while you are in the shorthand theory depart 
ment, and if you have satisfactorily passed 
the tests and won the certificates, it signifies 
that you have a good foundation upon which 
to build shorthand speed 


Intermediate Typing Awards 


The Senior Membership Certificate in the 
Order of Artistic Typists is available to you 
as soon as you have studied tabulation and 
can typewrite “plain” copy at forty or more 
words a minute. The tests for this award are 
given in two parts and published in this mag- 
azine each month. Coupled with artistic ar- 
rangement of material should be absolute 
technical accuracy. Some beautiful specimens 
of typing skill on these tests have come to us 
and are being exhibited each year at conven- 
tions and published in this magazine. Let your 
ambition be to win Senior O. A. T. member- 
ship before you complete the typing course 


Competent Typist Pin 


The C. T. Pin, emblem of the Competent 
Typists, is your final achievement in type 
writing. This gold pin is given to you as soon 


(Continued on page 33) 
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SHORTHAND 


The purpose of the O. G. A. is to 
encourage the development of skillful 
shorthand writing. Membership is granted 
to those whose notes show artistic merit. 

How to become a Member: Practice 
the test article until you secure a copy 
that represents your best work. If the 
specimen sent us reaches the required 
standard, a membership certificate will 
be sent you. Otherwise your work will 
be returned with suggestions and criti 
cisms and you may try again. To secure 
approval, notes must be correct in theory, 
accurate in proportion and execution, free 
in movement 

A Certificate of Superior Merit is 
awarded to those whose notes are of su- 
erior excellence. O. G. A. members may 
— candidates for the Certificate of 
Superior Merit. A circular about this 
certificate and how to secure it will be 
sent you on request. 

Examination Fees: An examination 
fee of ten cents must accompany each 
specimen submitted for membership, and 
fifty cents each application for the Cer- 
tihcate of Superior Merit 


TYPEWRITING 


The O. A. T. is the professional or- 
ganization of the artists in typewriting 
It is open to all who qualify as superior 
crattsmen. 

Junior Membership is open to anyone 
who is studying typewriting in school or 
by himself who is able to pass the Junior 
test. 

Senior Membership is open to all 
typists whether attending school or not 
who have reached a speed of at least 
forty words a minute in general “plain” 
copying. Senior tests must be accom 
panied by a signed statement that the 
candidate has attained this speed Each 
part of the O. A. T. membership tests 
should be typed on a separate sheet. 

Competent Typist Awards: The 
basis for these awards is the Typewriting 
Speed Test appearing in each issue. This 
test, as well as the O. A tests, may 
he practiced as much as desired, but 
specimens submitted for C. T. awards 
must represent ten minutes’ writing at 
40 or more net words a minute and ac 
cording to International Contest Rules 
Each specimen must he certified by a 
teacher as to correct timing, and must 
contain not more than five errors 

Typewriting Progress Certificate: 
Candidates writing 40 or more net words 
a minute will receive the Typewriting 
Progress Certificate ,indicating the speed 
attained. 

Competent Typist Pin: Those writing 
at 60 or more net words a minute will he 
awarded the gold Competent Typist Pin 

Fees: An examination fee of ten 
cents must accompany each membership 
and speed test submitted for an award. 
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O.G. A. 


Read the instructions alongsid 


before preparmg your specimen 
of this copy from Christian ID) 
Larson 


written ty my student « he 


(This copy may be 
completed the first eight chapters of the Manual 

Whatever your object may be you should 
aim to use every part of the mind in such a 
way that neither energy nor effort is wasted 
and one of the greatest needs in this con 
nection is to train the mind to be positive im 
all its actions 

Whatever you think, plan, or 
firm and determined in that thought and 
feeling. Prompt the mind to move positively 
in the forming of a plan or the expression 
of a desire. Have no fear, as fear is the 
chief cause of failing. Give calm and strong 
feeling to every action of the mind, and this 
action will become positive. The importance 
of positive mental thought to your 
and steady power 1s well 
known to you 


desire, be 


SUCCESS 


increase ot your 


OO. @i.. 2 


Junior Test 


Is prospective “stenogs” Wwe are 
passing on to you as the September 
test a letter mailed last June to 
patrons of the Chicago Post O fice 
lt will make an iteresting test, set 
up in letter style, and contaims a 
message to be borne in mind when 
you get fo prep ring the o fhe c mad 

My dear Patron 

Do you remember the myth of the Cretan 
Labyrinth where all who entered were lost 
and finally consumed by the Minotaur 

No? Well, I didn’t remember it 
until a few days ago when | went into ow 
“nixie” room—the labyrinth of lost mail 
where I saw the incorrectly addressed mail 
WITHOUT a return card being destroyed 
by one of our minotaurs—a husky young 
man who probably doesn’t know what a 
minotaur was and who might think you wer: 
trying to start something if you called him 
one. 

There is an old saying that “10,000 mice 
nibble at every business,” which certail) 
applies to the postal service. The mice ot 
waste are constantly nibbling at our efficiency 
Of course, some of there mice are ours, and 
we are doing our best to exterminate them, 


either 


= ete 


=~ 































































SPE PS 





ag 


be 

OB 
€ 
' 





” GJHE GREGG WRITER _ September, 1931 


The Competent Typist Speed Test 


To find the gross number of words, divide gross number of strokes 
by 5. Then deduct 10 words for each error to get net words written. 
Each 200 strokes is indicated by an italic letter and an accompanying 


figure to facilitate counting the gross number of strokes written. 


If there is one thing I enjoy doing more than another, it is to tell a story— 
a good story. I recently heard a good story that I want to tell you. It is 
about a man who owned a ranch in California about! 1847. This was about 
the time gold was discovered out there, and with a desire to get rich quickly 
he sold his ranch and went away in search of it. 

The man to whom he sold the ranch constructed” a mill near the stream 
that ran through it, and one day his little girl brought some wet sand from 
the raceway into their home and sifted it through her fingers before the 
fire. In that falling sand,* so the story goes, a visitor saw the first shining 
scales of real gold that were ever discovered in California. The man who 
had owned the ranch wanted gold, and he could have secured it right on 
his* own property. Indeed, forty millions of dollars of it were taken out 
of 2 very few acres, one of the three owners declaring that for years he 
received a hundred and twenty dollars in gold every fifteen” minutes, 
sleeping or waking, without taxation. You and I would enjoy an income 
like that—if we did not have to pay an income tax. 

And that reminds me of another story about a man right here in® our 
own state who owned a farm, and did what I should do with a farm if I 
owned one—sold it. But he sold it because he learned that a cousin of his 
was collecting coal oil in Canada, where oil was first‘ discovered on this 
continent, and he wanted to get a job with him dipping oil from running 
streams, as was done in that time. You see, this farmer was not as foolish 
as he may at first seem. He* did not leave his farm until he had another job. 
Of all the simpletons the stars shine upon I do not know of a worse one 
than the man who leaves one job before he has secured another! But his 
cousin® said he must first learn something about the oil business, so the 
farmer studied oil. He began away back when this world was covered thick 
and deep with the rich vegetation that now are primitive beds! of coal. 
He studied it until he knew what it looked like, smelled like, tasted like, 
and how to refine it. Then he got his job. 

He sold the farm for $800, even money and no “cents,” and had scarcely'! 
gone from the place when the man who purchased it, upon taking his cattle 
to water one morning, noticed that the plank thrown across a brook back 
of the barn for the purpose of holding back the dreadful'? looking scum 
on the water which the cattle would not put their noses in, was in reality 
damming back a flood of coal oil that geologists declared to be worth at least 
a hundred million dollars. This man, who had been damming back oil for 
more!* than twenty years, sold his farm for $800 and, again I say, with no 
“sense.” (2,677 strokes) . 


[Repeat trom the beginning until end of ten-minute test period. 
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but the far greater number of them belong deficiencies. Others we call “dead” mail, which 
to our patrons, who PAY DEARLY FOR _ is undeliverable mail with no return address 
THEIR UPKEEP. We call these nibbling on the envelope or wrapper. But no matter 
mice by various names. Some we call what we call them, they are all feeding AT 
“nixies,” the result of carelessness or lack THE EXPENSE OF THE PEOPLE. Let 
of information as to proper mailing methods, us work together to starve them out 

or the comfortable feeling on the part of our Sincerely yours, 

patrons that the post office will supply their (signed) Artuur C. Lueper, Postmaster 


Senior Test 


Arrange the following test material on two sheets of paper, Part I on the 


first page in double-spaced style, Part II tabulated on a separate sheet 
Paragraph the matter for Part I while copying it. 








Part I 
The cost of shipping by parcel post depends States or its possessions is located in one of 
on both weight and distance. In weighing eight zones determined by the distance be 
parcel-post packages, the pound is the unit of | tween it and the post office from which the 
weight, and a fraction of a pound is computed package is sent. The following table shows 
as a full pound. For example, a package that the postage rates for packages weighing from 
weighs 12 ounces takes the pound rate; one’ 1 to 5 pounds, and also for those weighing 
that weighs 154 pounds takes the 2-pound 10, 20, 30, 40, 50, 60, and 70 pounds, to any 
rate. For a package of any particular weight, post office in each of the eight parcel-post 
the parcel-post rate varies according to the zones \ complete table showing the parcel- 
distance between the post office from which post rate on packages of any weight from 
it is mailed and the post office to which it is 1 to 70 pounds is given in the United States 
addressed. Every post office in the United Official Postal Guide 
Part Il 
A Partiat Taste or Parcet-Post Rates 
Zones 
Weight 
™ Ist | 2nd ird 4th | Sth 6th | 7th Sth 
» tae up to up to 150 to 300 to ) to ] t 1,400 to over 
Local 50 150 300 600 1,000 1,4 1,800 1,800 
Miles Miles Miles Miles Miles Miles Miles Miles 
1 $0.0 : 7 $0.07 $ 8 $0.08 $0.09 $0.1 $0.12 | $0.1 
08 os 08 10 1? 15 72 ? 
3 08 > | 09 12 16 21 32 
‘ | ) 10 «| 10 14 27 ‘ 2 | 49 
5 1 mu | 16 4 | 33 s fl 61 
10 12 16 16 26 44 | 63 . 1.02 | 1.21 
) 17 26 6 46 84 1.23 162 | 2.02 |} 2.41 
0 ) 26 4 1.24 1.2 4 | 3.02 | 3.61 
40 27 16 46 86 1.64 2.43 $22 | 402 | 4.81 
50 32 56 56 1.06 | 2.04 3.03 | 4.02 2 | 6.01 
6 7 66 66 | 11.96 |———"Packages welghing ware an 50 prunls 
70 $2 76 76 1.46 are not accepted for Zones 4 to 8 





Club Prizes 


Silver Pin 


Awards Selma Knudtson, High School, 


Elgin, lowa 
Margaret Harthan, High 


Fountain Pen 


Jean Vack, Warren Harding QO. A. T. 


High School, Bridgeport, 
Connecticut 





Elien Winslow High School. School, Mason City, lowa 
Albia, lowa Eleanor Rice, High School, Dorotha Dean, High School, Norma Bauer, Southeastern 
Buchanan, Michigan Olney, Milinots High School, Detroit, 
Gold Pin Antoinette Bednarski, North Willlam Thomas, High Schoo! Michigan 
ern High School, Flint, Marysville, Kansas Anne Donahue and Martha 
Irene A. Daubanton and Michigan Helen Foster, Senior-Juntor Lanouette, Catholic High 
Alvina Salchert, High Mary Roney, St. Vincent's High School, Kittanning School, Waterbury, Connect- 
School, St. Cloud, Minnesota Commercial School, Phila- Pennsylvania at “ 
J. C. Lahm, Henry B. White- lelphia, Pennsylvania Frances Schilling, Senior Marcella Connole, High 
horne High School, Verona, Robert Kingsbury, High High School, Colorado School, De Witt, Iowa 
New Jersey School, Denton, Montana Springs, Colorado (Continued on page 32) 
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Edward Pomeroy, High School 
Woodbridge, New Jersey 

Viola Roach, Senior Hig! 
School, Colorado Springs, 
Colorade 

Irene Bolz, Immaculate Con 
ception School, New York, 
New York 

Clara Varner, High School, 
Brookville, Pennsylvania 

Royal Blanchard, High Schoo! 
Santa Cruz, California 

Dorothy Scott, West High 
School, Cleveland, Ohio 

Martha Buhl, High School 
West Bend, Wisconsin 

Lena Morris, High School of 
Commerce, Yonkers, New 
York 

Muriel Parnell, High School 
Stillwater, Minnesota 

Eleanor Landy, West High 
School, Cleveland, Ohio 

Hoy Oakes, High Seclwx 
Tomah, Wisconsin 


Bronze Pin 


Mary Grassi, Memorial High 
School, West New York 
New Jersey 

Alida Belle Stone, High 
School, Trenton, Missouri 

Frances Aiken, Community 
High School, West Frank 
fort, Illinois 

Patricia O'Connell, High 
School, Park Falls, Wis 
consin 

Aldeen DeVolld, Rural Hig) 
School, Emmett, Kansas 

Mildred Schreiter, High 
School, Appleton, Wisconsin 

Vergie Hunt, High School, 
New Castle, Colorado 

Kisie Hefton, Crawford Com 
munity High School, Arma 
Kansas 

Margarete Halliere, Hig! 
School, Lakeside, Ohio 

Irene ©' Coyne, Little Flower 


School, Spokane, Washing 
ton 

Regina Skinner, St. Josep! 
Industrial School, Omaha 


Nebraska 

Jack Jennings, San Jon Hig! 
School, San Jon, New 
Mexico 

Irene M. Streeter, Powers 
Institute, Bernardston, 
Massachusetts 

Hilda Gouthreau, Mount Saint 
Vineent Academy, Halifax 
Nova Scotia, Canada 

Hazel Theiss, High School 
Waubay, South Dakota 

James Davignon, High School, 
Lake Placid, New York 

Catherine M. Coll, St. Mary's 
of the Mount School, 
Helena, Montana 

Florence Carson, St. Rose 
Industrial School, Portland, 
Oregon 

Florence Renaud, High Schoo! 
Pearl River, New York 

Richard Kaerwer, Technical 
High School, St. Cloud 
Minnesota 

Hiram Friend, High School, 
Lynehburg, Ohio 

Clara Etta Fox, Harrold 
Junior High School, 
Greensburg, Pennsylvania 

Derothy E. Kraul, Nazareth 
Academy, La Grange, 
Iilinots 

Ruth Belersdorfer, Catholic 
High School, Waterbury, 


Bernadine Donaker, High 
School, Mason City, lowa 
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Marjorie Mathis, Humbe tt 
College, Minneapolis, Min 
nesota 

Laneda 1D. Baer, Churchman 
Business College, Easton, 
Pennsylvania 


Bob Armstrong, Central High 
School, Flint, Michigan 
Anna Potzmann, St. Francis 
de Sales School, St. Paul, 

Minnesota 

Evelyn Sayer, St. Peter's 
Commercial School, Newark, Rome Stark, High School, 
New Jersey Yuma, Colorado 

Beatrice Bruther, High Hazel Wheaton, High School, 
School, Hanover, Indiana Redwood Falls, Minnesota 


Plate for the May O.G.A. 
Test 


SS 
Cad 
; < (LYS \ 


Co’ 


Rosalia Vollmer, Senior High 
School, Long Prairie, Min 
nesota 


Ernest Sorel, Notre Dame 
Sehwol, North Adams, Mas 
sachusetts 

Marie Titus, Saint Aloysius Elmer Collins, St. Joseph's 
Commercial School, Newark, Academy, Albany, New 
New Jersey York 

Helen Jablonsky, High Seheol, Sabina Adamson, High School, 
Manhasset, New York New Richmond, Ohio 

Marguerite Anderson, High Vincent Fiacco, High School, 
School, Tomah, Wisconsin Mechanieville, New York 
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Margaret Beatty, St. Vincent « 
Commercial School, Phila 
delphia, Pennsylvania 

Russell Heyl, St. Paul's 
School, Baltimore, Mary 
land 

Gwendoline Rouse, Central 
High School, Flint, Michi 
gan 

Mabel Binder, High School 
Rebinsen, Kansas 

Grace Crogan Lansingbure! 
High School, Troy, New 
York 

Caroline Lavigne and Anna 
Gozdenica, High School 
Santa Cruz, California 

Randall Milam, Sciotoville 
High School, Portsmouth 
Ohio 

Ivan Lawrence, Rural High 
School, Eskridge, Kansas 

Adolph F. Groth, MeDonald 
Commercial School, Liberty 
ville, Illinois 

Nellie Zimmer, Township 
High School, Neoga, llinois 

Kenneth Sagen and Cornelle 
Monteon, High School, 
Mason City, lowa 

Edith Dien, Holy Family 
School, Worcester, Massa 
chusetts 

Frieda Sehwartz, High 
School, East Rutherford, 
New Jersey 

Evelyn Worzalla, Emerson 
High Sehool, Stevens Point 
Wisconsin 

Neil ®t Andrews, High 
School, Saranac Lake, New 
York 

Margaret Kaiser, Pasadena 
Junior College Pasadena 
California 


O. G. A. 





Awards 
Pen 


Grace Nadamura, Senior Hig! 
Sehool, San Diego, Cali 
fornia 

Imogene Frangzke, Clinton 
Kelly High Sehool of 
Commerce, Portland, 
Oregon 

Phyllis Heeckart, Barnes Com 
mereial School, Denver, 


Colerade 
Pearl Pin 


Verna 8. Batten, State Teach 
ers College, Fredericksburg 
Virginia 

Sephie Bala, Holy Family 
Academy, Chieago, Illinois 

Suzie Fukuda, High School, 
Salem, Oregon 

Edna Pyper, West High 
School, Salt Lake City, 
Utah 

Elinor Kress, High School, 
Rockville, Connecticut 


Gold Pin 


Norma Plax, Roosevelt High 
School, Los Angeles, Cali 
fornia 


(Continued on page 49) 
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(Continued from page 28) 
as you can write the Competent Typist Test 
at sixty or more net words a minute. Be the 
proud possessor of that little gold C. T. Pin! 


Transcription Certificates and Pins 


If you already hold the Transcription Cer- 
tificate at sixty words a minute, you will now 
strive to earn the certificates at eighty and 
one hundred words a minute, and the beautiful 
gold pin for one hundred and twenty words. 

With this achievement record you need feel 
no hesitancy about applying for that first posi 
tion and taking your first practical transcrip- 
tion test in the business office! Faithfulness 
in your study and practice now, with a clear 
vision of what you want to be to guide and 
direct your efforts as you progress, will de 
velop the power of hand that must eventually 
win success for you. And last but not least, 
crown your efforts with a grand prize in 


The Annual O. G. A. Contest 


The annual O. G. A. Contest is the biggest 
shorthand event of the season. Twenty-five 
thousand students and shorthand writers all 
over the world took part in it last spring. 
The enthusiasm of these Greggites is un 
bounded and grows every year. A beautiful 
sterling silver trophy is awarded to the student, 
or writer, winning first place in the Individual 
Event; lovely solid gold lavallieres, or fobs, 
to those next in order of merit; and gold pins, 
certificates, and other prizes are being awarded 
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Last year alone 107,031 students and shorthand 
writers from all parts of the world won cer- 
tificates and 7,572 won other prizes in this 
Department—25,000 taking part in the O. G. A. 
Contest. To the team taking first place in 
the School Event, the beautiful O. G. A. cup 
is awarded, and banners, diplomas, etc. are 
awarded to the schools ranking just below 
the trophy-winner. 

While the pride and joy of achievement and 
the writing power it develops are inducements 
enough to urge all of you to enter the O. G. A 
Contest, the professional prestige, recognition 
of skill, and thousands of prizes given make it 
well worth your while to practice hard now 
in order to win your share. The habits of 
writing that you develop at the outset will 
govern all of your writing. If you would 
emulate Mr. Anderson’s success, you, too, 
must develop good writing habits. The Contest 
will be announced in this department in De- 
cember, when thousands of shorthand teams 
in schools throughout the world will organize 
to try to wrest the beautiful silver trophy from 
its present holder. 

It is great sport—this competition—and each 
one of you whose ambition is to become an 
expert stenographer, secretary, or reporter 
should make a vow right here and now to enter 
and capture a prize this year! 

A short series of penmanship lessons in 
tended to help you build proper writing habits 
and win distinction in this great contest will 
begin next month. Practice to win and you 
will win! Once again let me say, it is pluck, 
not /uck, that will do it! 


my 


Remember the Blind Boy 


HEN you think how hard you have to 

work in your study of shorthand and 
typewriting ; when you think your teacher has 
required too much home work from you; 
when you think your lot is a hard one; that 
there is so much time you might spend in 
playing instead of attending school; you can 
be happy in the thought that your struggle 
is not quite so bad as it might be. You do have 
your sight. You can read your books. When 
you go into the country you can enjoy the 
flowers and trees and beautiful scenery. You 
can dodge out of the way of traffic in the 
crowded city pretty well, too. 

Not so with some of our cousins: those, for 
instance, attending a school in Tennessee for 
the blind. These boys and girls manage to 
accomplish things that would put some of us 
to shame, for, think of it, they are studying 
shorthand! and typewriting! In fact, they do 





real stenographic work. They use the Braille 
shorthand—a system of raised dots, similar 
to their longhand writing. I remember at an 
exposition held at Wembley, England, a sign 
above the War Veterans’ booth, “You may 
Dictate Your Letters Here and We Will 
Transcribe Them for You.” I dictated to one 
of the blind lads and he took the dictation 
exceedingly well. 

I spoke about 100 words a minute and he 
experienced no difficulty in writing or reading 
his notes. 

When transcribing he would run his fingers 
over the raised letters on his “ticker tape” 
strip, then typewrite. He would feel some 
more dictation and transcribe again. It was 
a remarkable demonstration of what those 
without sight can do. 

So when you get a little discouraged, re 
member the blind boy! —A. A.B 
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Results of the 1931 Business Letter 
Contest 


HE April issue of the Gregg Writer 

announced another one of the popular 

business letter contests carrying cash 
prizes of $250 and a number of attractive 
book prizes 

On the day that the contest closed (June 10) 
more than 2,400 letters had been entered—over 
twice as many as were received in the pre 
ceding contest. The contestants hailed from 
every state in the Union and three sets of 
letters were received from abroad—from India, 
Greece, and the Philippine Islands. 

It was especially gratifying to note that 
several teachers took advantage of the oppor 
tunity to turn this contest into a valuable 
pedagogic project. Sister M. Ann Virginia, 
of St. Joseph Academy, South Bend, Indiana, 
had her entire class of twenty-five students 
enter the contest. They gathered 108 sets of 
business letters from the business firms of 
South Bend, typed them, and arranged artistic 
covers for them. 

Sister M. Urban, of St. John School, De 
fiance, Ohio, did likewise, entering thirteen 
students who submitted many excellent letters 

Miss Annabel Crum, of MacMurray Col- 
lege, Jacksonville, Illinois, submitted a set of 
ten advertising letters written by her secre 
tarial students as a part of a most interesting 
and instructive project. In Miss Crum’s letter 
of transmittal she tells us that her secretarial 
department is practically the advertising de- 
partment for the Jacksonville branch of a 
creamery company operating a chain of 
creameries throughout several of the Middle 
Western states. 

Quoting from her letter, “Not only is all the 
mechanical work for the plant done here, but 
many oi the letters are actually composed by 


“ 


us. This means, therefore, that in sending 
our contribution to the Business Letter Con 
test we are sending work which is actually 
our own in every way. And the local manager 
would assure you that they are enjoying un- 
usual results from our letters.” 

The students of these teachers have had 
their business education enriched by contact- 
ing with one or more business offices and in- 
dividuals in order to obtain actual business 
letters. Proper preparation for each contact 
made an excellent lesson in salesmanship, for 
the student had to sell his request for letters 
to his prospect. His personality and address 
had to be sufficiently attractive to secure the 
necessary permission. 

The evaluating of a collection of letters in 
order to obtain a set of ten which, in the 








opinion of the contestant, would stand a chance 
of winning a prize in the contest impressed 
upon the student the factors that make a good 
business letter. He assumed a critical, ana 
lytical attitude towards the correspondence of 
another individual and thus learned to differ 
entiate between a well-written and a poorly 
written letter. 

In reading through the collection of letters 
the student absorbed the business information 
contained in the letters, much of which was 
new to him His business vocabulary was 
enriched at the same time 

In the ideal type of project used by Miss 
Crum, the students also actually wrote adver 
tising letters that “pulled” and satisfactorily 
met every test applied in actual business to 
advertising letters. 

’ 


It is to be hoped that many more teachers 
will plan to use similar projects this year 
The judges of the contest were Mr 


Rupert P. SoRelle, Mr. Hubert A. Hagar, 
Mr. Lloyd Bertschi, Miss E. Lillian Hutchis 
son, Mr. Louis A. Leslie, Mr. Henry J. Boer, 
and Mr. Clyde I. Blanchard. Every one of 
the 2,400 letters was read carefully and con 
sidered with relation to its possible use for 
the training of stenographers 

The following awards were made and th« 
winners have been notified by letter 


1x ards 
First ri ( i ‘i ’ 
Letters 
Eliza th | Ke We I st et \ , 
I syl 
. Py ly 
( i Lex ia Sot ( est l 4 
Oklahot 
‘ reamer I er 
Annabel Crun MacMurray Colleg lacksonvil 
L)lis is 
} , Prize $1 Ca ” ers a 
Educationa etters 
Ruby V. Perry ( F. Sellwood 
2025 Peniston St tic 1454 Emerald St 
New Orleans, Louisiana Eugene, Oregor 


cach in Cash 


WINNERS TYre OF CORRESPONDENCE 
Helen Bokor 
1911 South Michigan Street Jewelry 


South Bend, Indiana 

Jean Davison 

321 North Wall Street Leather Goods 
Joplin, Missour 

Helen M. Devlin 

Presentation of Mary High Office Appliances 
Island Pond, Vermont 
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WIN NERS 
Florence Dial 
508 Mayo Building 
Tulsa, Oklahoma 
Evelyn Foelschow 
150 Liberty Street 
Dundee, Illinois 


Bertie V. Gore 


124 West Hickory Street 


Arcadia, Florida 


Kathryn E. Haynal 
Box 576 


College Place, Washington 


Constance Howard 


3500 Queen Avenue North 


Minneapolis, Minnesota 
r. C. Kindel 
2405 Lee Street 


Columbia, South Carolina 


Lenna A. Larsen 


Milwaukee Vocational School 


Milwaukee, Wisconsin 


Ruth MacKean 
21 Conklin Avenue 
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TYre OF CORRESPONDENCE 


Insurance 


Insurance 


k-ducation 


Real Estate 


Engineering 


Railroad 


Insurance 


Grand Forks, North Dakota 


Gladys V. Mangold 
560 West William St 
Decatur, Dlinois 

Paul T. Marrow 

313 Hale Building 
Princeton, West Virginia 
Alice Barry McCarthy 
1426 Hancock Street 
Quincy, Massachusetts 
Martha G. McCready 
16 Sherrill Street 
Geneva, New York 


Mary Catherine Meixel 


1119 South Lafayette Street 


South Bend, Indiana 
Vera M 
116 East Champaign Ave 
Rantoul, Hlinois 

Hattie Miller 

1121 North St. Peter 
South Bend, Indiana 


Menefee 


Lucile Morgan 
Staunton 

Illinois 

Margaret Muelle: 
Box 122 

Culbertson, Montana 
Carrie Lou Neel 
1418 Sixth Street 


Santa Monica, California 


Catherine H. Schreiber 
3268 West 100 Street 
Cleveland, Ohio 

Jeane M. Scott 

Route 4, Box 1124 
Modesto, California 


Iva Stambaugh 


806 West Michigan Avenue 


Lansing, Michigan 

J. Lerena Stauts 

2109 Bosque Boulevard 
Waco, Texas 

S. D. Stutson 

Suffolk 

Virginia 


Teruko Toyota 
603 Eighth Street 
Modesto, California 


Printing and Stationery 


Railroad 


lailoring 


Insurance 


\erial Photography 


Hardware 


Agriculture 


Banking 


Furniture 


Agriculture 


\utomobile 


D-partment Store 


Banking 


Drug Store 


WIN NERS TYPrs OF CORRESPONDENCE 
Mamie W. Wall 
100 Wall Street Real Estate 


Seattle, Washington 


Bernadine Wilson 
758 East 79 Street 
Chicago, Illinois 


Publishing 


Lloyd Chapman Young 
623 Pacific Electric Building 
Los Angeles, California 


lransportation 


Ten Prices of Gregg Shorthand lictionary 
Anniversary Edition 


Gladys D. Burkey 

4131 Holston Drive Automobile 
Knoxville, Tennessee 

Esther Foiada 

Route 4, Box 315 Dairy Products 
Modesto, California 

Kathryn J. Gaffner 

208 Sixth Avenu Mail Order 
Warren, Pennsylvania 
Mrs. Grace Hain 
1903 North 5th Street 
Salem, Oregon 


Education 


Pauline Lambert 
Altona High School 
Altona, Illinois 


Education 


Leonne Larson 
Altona High School 
\ltona, Illinois 
Mildred Olson 
Bishop Hill 

Illinois 


Education 


Education 


Irene Rozploch 
429 South Brookfield Street Advertising 
South Bend, Indiana 

Louise Trudeau 

Manteno { llectior 
Illinois 

Pauline Wellington 

Box 89 Laue 


Salida, California 


Ten Prizes of Grega Shorthand Phrase Boot 
Anniversary Edition 


Ethel May Bennet 
157 North 11 Street 


San Jose, California 


Mortuary 


Elaine Campshur« 

1119 North State Street Wood Pu 
Appleton, Wisconsin 

Juanita L. Caron 

448 Stryker Avenue lransportation 
St. Paul, Minnesota 

Dorothy M 
42 Ingraham Street 
Lristol, Connecticut 
Sister M. Eulalia 
Ursuline Academy 
Paola, Kansas 

Emily Morrisor 

86 Wightman Street 
Lowell, Massachusetts 
Edward J. Reebie 
6538% Victoria Street 
Los Angeles, California 
Mary Steinberger 

224 Perry Street 
Defiance, Ohio 

Elva Stroud 

205 Locust Street 
Chillicothe, Missouri 
Simone Turgeon 
Presentation of Mary High School Furniture 
Island Pond, Vermont (Continued on page 49) 


Lar son 
Metal Stamping 


Accounting and Auditing 


Vinegar Mig 


Machinery 


Collection 


Real Estate 
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Can You Start Something? 


From “Your Job” 


By Harold Whitehead, of Boston University 
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fay a 


Section 2. The Program Committee shall prepare 
the programs for the meetings. 

Section 3. The Nominating Committee, with the 
advice of the Faculty Committee, shall make nomina 
tions for the officers to be elected. 

Section 4. The Publicity Committee shall see that 
the Club activities are properly reported and shall 
attend to any business that would be taken care of 


by such a Committee 
- Section § The 
rangements any 


shall make ar 
the Club 


Committee 
activities olf 


Social 


lor social 


ArticLe 1V 
Faculty Committee 


Section 1. The Faculty Committee shall 
of three commercial teachers, appointed by the Head 
of the Commercial Department 

Section 2. The Faculty Committee shall have 
power to give or to withhold approval of any proposed 
actions of the Club or its Committees, and no action 
shall be taken without approval of the Faculty Com 


consist 


mittee. 
ARTICLE V 
: Duties of Members 
1 Section 1. It shall be the duty of each member 
: to take part in the programs, if requested; to serve 


to the best of his ability in any activity for which he 





j More About Commercial Club Activities 


(Concluded from page 21) 


may be called; and to strive to promote the interests 


of the Club. 


Section 2. A member is not to be absent from a 
meeting except by special permission from one of the 
Faculty Committee members, or upon his being absent 
from school on the day a meeting is held 

Section 3. A member who does not perform his 
duties or who has been absent from meetings thre« 
times in succession without being excused, shall r« 
sign. What constitutes lack of performance of duties 
shall be determined by the Executive Committee 

ArticLe VI 
Amendments 

These By-Laws may be amended by a two-thirds 

vote of the entire membership of the Club, provided 


that the proposed amendment has been 


writing at a previous 


presented i1 
meeting 


Amendment to Article V, Section 8, Adopted 
December 3, 1930 


ARTICLE \ 


} ; 


Section 3. A member who does not perform his 
duties or who has been absent from meetings three 
times in succession, without excuse shall be dropped 


What constitutes lack of performance shall be de 


termined by the Executive Committee. 
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name given to a ce 

vice pictured along 

side. It can be had in two 
sizes, known as Junior and 
Senior. The device con- 
centrates the capacity of 
five or more desk trays in 
an orderly, timesaving fil 
fitted with adjustable parti 
tions. It is made of heavy 
steel with lacquer finish 
The Junior Model is six 
inches wide and the Senior 
ten inches. Partitions are 
furnished in four- and eight-inch heights and 
of course are easily fitted, for they simply slip 
into the base slots. These slots are one inch 
apart, which gives you room for a 
host of sections if you want them. 
Tidy-Desk is furnished with 
either open or closed back. Label 
holders on back and front of the 
base make it very easy to keep 
track of what’s what in each 
section, and all neat and handy! 


YPEWRITING by radio has 
now become a reality, accord 
ing to a recent report appearing 





in the Chicago Tribune. One of “ 
the latest developments of radi The 
is a device which permits the send . 

tgp 7 Flexible 


ing of a typewritten message by 

radio and the receiving of the 

message in typewritten form at any distance 
from the sender The essentials of the 
mechanism are two identical revolving contact 
arms, electrically driven and synchronized, 
each passing in revolution over insulated seg 
ments. Each segment of the sending mecha 
nism is connected with a key of the sending 
typewriter, and a similar connection is made of 
the segments at the receiving end with the 
receiving typewriter. 

Contacts of the sending segments release 
short-wave radio impulses through the usual 
radio apparatus. These are picked up by the 
receiving apparatus and converted into battery 





ee HERE and, THERE ~~ 
in the Office Equipment Field i 





The “Tidy- 








4 
News gleaned about all that which goes in the modern office and a word now i 
and then of the men who are building and selling modern office equipment ls} 
By ARCHIBALD ALAN BOWLE —s. 
a a 
IDY-DESK is th es strong enough t 


operate the receiving type 


writer So long as the re 
volving arms are pericc ] 
chr l ad. the | pos 
ble mustak i end 
must be cha ged t tive 
typist, or to a stati | 


hich would, however, « 
misspell orm word by a 

ich as one letter. 

Synchronization is auto 
Desk” File masini) Comtrotied, und, 

vith the multiple varia 

tions in short-wave radio 
my ulses, every owner ol l sending and re 
ceiving apparatus can be independent of all 
others. By changing the connections between 
sending and receiving typewriter 
keys and the switch segments, it is 
virtually impossible for one owner 
of a Watsongraph, as it is called 
to cut in on another message 

rhe invention is that of Glen W 
Watson, of Detroit, Michigan, and 
from another source we learn th 
it has been installed in several 
aviation fields and ground and 


plane have utilized it for reporting 
— air conditions Its p> ssibiliti ap 
—. pear limitless 
Ames 
. | HE Manhattan Rubber Manu 
Platen 


lacturing Company has beer 
experimenting for some while, and 
has at last succeeded in perfecting a flexible 
platen for all makes and all sizes of typewriter 
—a platen so flexible, that it can be folded up 
into a mere handful, as the illustration shows 
This flexible platen is made of a new compound, 
which, due to toughness rather than degree of 
hardness, makes a platen soit enough to pre 
duce perfect type impressions, materially in 
crease ribbon life, improve the paper feed, 
and prevent type wear. It is hard enough to 
produce better and more carbon copies. It doe 
not emboss paper, and it cuts periect stencils 
without special care. The Ames Supply Com 
pany, to whose order it was made, is marketing 
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this new platen. With its many advantages, 
it seems to us it is something that should be 
of the greatest service to typewriters users. 
We wonder how long it will be before the 
manufacturers of all makes of machines will 
equip them with the new device? 


M. Simmons visited 


HEN Mr. W. D. 
our office a few days ago he was all 
excitement over the new typewriter which has 
Underwood 


been put out by his company. 
Model No. 6 has a great 
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you one that is sensitive to 1/64 ounce. It 
works rather differently from many scales. 
On one side you place the weight you wish 
the finished article or package to reach, sa) 
five pounds. You then “sift” or “feed” in 
enough of the article being weighed so that the 
indicator comes to rest upon the zero line 
Queer notion, you say—doing the process back- 
wards? Perhaps, on first thought, but we are 
told that with this method errors in reading 
simply cannot be made. The Toledo Scales 

Company has developed 





many mechanical as 
well as artistic improve- 
ments. An in-built five- 
point decimal tabulator, 
complete with tabulator 
stops of new design, and 
an automatic braking 
arrangement, for use in 
billing, listing, statisti- 
cal, and other columnar 
work. Important also is 
the lengthening of the 
key levers, giving a 
lighter, more responsive 
touch. Increased speed 
and easier action result 
from this feature. The 
new four-point carriage 








New Underwood Model 6 


this article, and we 
learn on good authority 
that the Republic of 
Colombia in South 
America is using a 
similar type in its cus 
toms houses. 


D2 you know your 
filing systems? Can 
you list the various cor- 
respondence filing sys- 
7 tems that are manufac- 
tured? Do you know 

| who the manufacturers 

a Fe. are? One or two will 
come to your mind al- 
most instantly because 








suspension affords consider | 
ably greater rigidity, better 
alignment, perfect visibility, 
and the elimination of lost 
motion. Improvements in the 
marginal release, back spacer, 
line spacer, ribbon movement, 
and various other mechanical 
features contribute to greater 
operating efficiency. 

The main frame has been 
redesigned with an eye to a 
more attractive appearance. Its 
deeper, more rounded mem 
bers combined with numerous 
other details make the ma- 
chine decidedly in keeping 
with the new mode in design. 


wy ‘ , *“ 
_* 


-. 








rT VERWEIGHT, no matter what causes 

it, is always a loss.” No, we are not 
talking about reducing for those whose avoir- 
dupois is greater than they desire it. But in 
business, should you deal in commodities that 
require the use of a scale, you want to be sure 
that you don't give overweight—and the 
government wants you to be sure that you 
don't give underweight. In fact, should your 


scales indicate that your customers are being 
“jipped” there is a fine and possibly a term 
in jail for your thoughtlessness. 

Looking at a iiew automatic scale known 
as the Gravitygram made us think of this, and 
we thought it would be a good idea to show 





The Gravitygram of systems 


—] of their use in your own 
school or through the wide 
advertising they carry on. 

A chart originally developed 
by the Oxford Filing Supply 
Company of Brooklyn, New 
York and augmented by O fice 
Appliances has been printed in 
the Office Appliances maga- 
zine. It contains the physical 
characteristics of twenty cor- 
respondence filing systems. It 
is too detailed to give here and 
is handy only for reference, 
but you might check up you 
knowledge of the makers of 
filing systems and the names 
from the lists | 





give below. 

In order to make it more interesting to check 
your knowledge I shall give the names of the 
manufacturers mentioned and then a list of the 
names of the systems. See if you can dove 
tail them into proper order. 


Amberg File & Index Company 
Automatic File & Index Company 
Browne-Morse Company 

Filing Equipment 
General Fireproofing Company 
Globe-Wernicke Company 

Macey Company 

Oxford Filing Supply Company 
Remington-Rand (Library Bureau) 
Shaw-Walker Company 

Wabash Cabinet Company 


Jureau ( Bicco) 


(Continued on page 48) 
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From “Three Men in a Boat” 
9 Jerome K. Jerome 
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—Reprinted from the “Gregg Shorthand Magasine,” London, England 
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The Road to Speed 


EPORTING looms more and more as 
a likely profession for both the ambi 
tious young man and woman. It has 
always been one of the recognizedly desir- 
able fields of endeavor for the serious-minded 
young man who wished to make of shorthand 
his life’s work, but there has sometimes been 
a justifiable doubt in the minds of many young 
women whether there was the same oppor 
tunity in reporting for them. They have felt 
that the handicap of sex was an insurmount 
able barrier in the court room, so much so 
that, no matter what their ability, only the 
most extraordinary good fortune would pro 
vide for them the same chances of success that 
would come without special effort to the 
young man 


Successful Women Reporters 


But of recent years the striking success of 
several women in the reporting field has served 
to dispel the doubt that has hung over the 
head of the woman candidate for reporting 
honors. In our June nuinber, in this depart 
ment, we had occasion to speak of a successful 
young woman reporter, Miss G. Pearl Hough 
who for five years has been reporting the pro 
ceedings of the Federal Grand Jury in New 
York City. In another article, next month, 
you will learn of the rise of Miss Anna Poll 
man to probably the highest official reporting 
position in the country—New York Supreme 
Court Reporter. Here are two young women 
who have by their own unaided efforts 
achieved extraordinary reporting distinction, 
filling as they do positions requiring the most 
exacting kind of reporting ability. Neither of 
these positions was ever held before by female 
reporters; yet these two girls have not only 
done the work creditably, but have by their 
unusual ability made reputations for them 
selves in New York City as two of the 
fastest and most dependable reporters in the 
metropolis 

What is there about these two young ladies 
that has made them a success where others 
have failed? What is there about any suc- 
cessful reporter, man or woman, that has 


brought him to the top of the shorthand pro 
fession In the first place each one ot then 
has had an unusual amount of determination 
and patience. They, of course, possess all the 
other qualities that go to make a successful 
reporter—common sense, general education 
and a word sense—but above all, they are out 
standing in the one quality that goes to make 
a fast shorthand writer. That is persistence 
in the face of discouragement—the capacity to 
absorb a lot of routine drudgery 


By Persistent Effort 


Speed in shorthand has never come to any 
hody by the whispering of a few magic words 
into the ear of an ambitious candidate It 
has come, and come only, after many, many 
hours of relentless following of a dictator 
Shorthand speed represents in many respects 
the highest type of skill that the human mind 
and muscles are capable of, and skill of that 
order—whether it is shorthand, or music, of 
high-speed manipulation of the typewriter 
comes only as the result of fersenal cftort 
No teacher can impart it. There are no short 
cuts and no royal paths. Personal, individual 
practice is the only way anybody has ever 
acquired shorthand speed Che persistent 
course of study that Miss Pollman followed 
as related by herself, ts, we venture to say 
typical ot the kind of work done by evers 
writer who has ever reached the top flight 


of speed 
More Expert Medal Winners 


That there are many other writers now 
coming up who are capable of the effort re 
quired, is evidenced by the number of silver 
and diamond medals that are being won 
throughout the country Three new diamo:n 
medal winners are reported this month. This 
means that three new writers have shown 
themselves technically equipped to do the 
fastest kind of reporting. One of these is a 
young lady, more proof that sex offers no 
handicap in reporting, where there is allits 
and the capacity to stick to it 
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On May 4 Miss Estelle Mason, of Detroit, 
Michigan, took the 200 word-a-minute test, 
and successfully transcribed it with an accu- 
racy record of 98.3 per cent. The Gregg 
diamond medal was immediately awarded to 


her, placing her among the select group who 
have achieved this distinction. As a matter 
of fact, only two other women in the world 


have achieved this coveted honor 

Miss Mason is a graduate of the North 
western High School of Detroit, and received 
her high-speed training in the reporting classes 
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City At the time of his graduation he was 
an honor student in the shorthand class, 
writing in excess of 150 words a minute 
Since then he has continued his speed work 
by attending the classes of the New York 
Shorthand Reporters’ Club, a group of ambi 
tious young men who have banded together 


to provide themselves with the high-speed dic 
tation necessary to reach the heights of 
reporting skill 

Since 1926, Mr. Lauter has been employed 
as a reporter in the office of the District At 


Recent Winners of the Grege Diamond Medal 
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Herman Lauter 


of the Detroit Commercial College, under the 
expert tutelage of Miss Lola Maclean, herseli 


} 


a fast shorthand writer and a teacher with 


country-wide reputation for training prize 
winners. Before being awarded the diamond 
medal, Miss Mason had successively won all 
the various Gregg awards, at 120, 140, 160, and 
175 words a minute 

For the past two years Miss Mason has 
been doing court and general reporting in th 
office of Donaldson, Connolly, Whitman & 
Howse, a well-known reporting firm of De 
troit. In addition to her expert shorthand 
technique, her educational equipment includes 
a fluent speaking and reading knowledge of 
French. Last year, while making a vaca 
tion tour of Egypt, France, and England, she 
secured position in Paris as stenographer 
and held it for several weeks, simply as an 
additional item of general business experience. 

An examination of Miss Mason's notes on 
the diamond-medal test reveals a remarkably 
fluent and legible style of shorthand, a style 
that undoubtedly contributes to the fine repu- 
tation she is making as a speedy, accurate 
reporter. 

Another recent winner of the diamond medal 
is Herman Lauter, 2205 Davidson Avenue, 
New York City. Mr. Lauter is a graduate of 
the High School of Commerce, New York 


Estelle Mason 


a . , 
torney of New York County, where he was 


called upon to report the testimony before 


trial so necessary sometimes to the effective 
prosecution of the people’s case when it finally 
arrives in court. In January of this year he 
resigned from the District Attorney's office to 
accept an official reporting position in the 
office of the Commissioner of Accounts of 
New York City, which position was offered 
to him as a result of placing first in a recent 
Civil Service examination 

In 1927 Mr. Lauter competed in the contests 
conducted by the National Shorthand Re 
porters’ Association, and won speed certifi 
cates, under contest conditions, at 150 and 175 
words a minute. He is also a Certified Short- 
hand Rep ter, having been awarded the 
C. S. R. Certificate in 1929 

We confidently expect to see the name ol 
Mr. Lauter among the topmost in the next 
civil service examinations His successful 
writing of 200 words a minute on solid matter 
makes it a foregone conclusion that he pos 
sesses the required speed, and we know from 
personal acquaintance that he has, in addition, 
the other requisites that go to make a reporte1 
of the first grace 

Still another winner of the diamond medal 
is a real newcomer to the high-speed ranks, 
and one who has reached the top within a 
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comparatively short time—Sam Sklarew, of 
1265 Olmstead Avenue, New York City. 
Mr. Sklarew was graduated three years ago 
from the James Monroe High School of New 
York City. Fired with reporting ambition, he 
maintained his shorthand practice, and joined 
the night classes at Hunter College, where he 
came under the personal instruction of Mr. 
Dupraw, world shorthand champion and re 
porter extraordinary. Mr. Dupraw apparently 
has the faculty as an instructor of transmitting 
his skill to others, for in Mr. Sklarew he has 
produced one of the very few writers ever to 
reach the really high speed of 200 words a 
minute. 

Mr. Sklarew is at present employed by the 
Board of Transportation of New York City. 
He has had some actual reporting experience 
in a New Jersey court and is certain to be 
heard from as a competent reporter when he 
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acquires the experience that he has planned 
for himself. We congratulate Mr. Sklarew 
especially upon reaching his remarkable speed 
in the brief time of three years after leaving 
high school. 


Honor Roll of Diamond Medal Winners 


Since the award of the Gregg diamond 
medal was inaugurated, in 1924, it has been 
won by the following writers, writing at 200 
words a minute on solid, literary. matter, with 
an accuracy of 95 per cent or better: 


Charles L. Swem, 1924 Anna Pollman, 1927 

Martin J. Dupraw, 1924 |. E. Broadwater, 1929 

Reuben Speiser, 1924 T. A. Copple, 1929 

Albert Schneider, 1925 Pear! Hough, 1930 

Louis J. Lirtzman, 1925 Estelle Mason, 1931 

Helen W. Evans, 1925 Herman Lauter, 1931 
Sam Sklarew, 1931 


a od 


Here and There in the Office Equipment Field 


(Concluded 


Wagemaker Company 
Weis Manufacturing Company 
Yawman & Erbe Manufacturing Company 


Here is a list of the names of the filing 
systems they manufacture arranged in alpha- 
betical order: 

Adaptex Marno and Nual 


Alpha-Addex 
Alphabetic al 


Perpetual Index 
Safe-Guard 


Alpha- Merical Service Index 
\lpha-Nuin Simplified (There 
Auto are two of these) 
\utomatic & Direct Speed-Index 
Ree-Line Super-Ideal 
Cleardex rriple Check (This 
Direct Name sounds like 
Duplex Amos and Andy!) 
Ideal Variadex 


Send in your attempts to me, for I’m very 
much interested to know if you know this 
much about filing systems. You do know, of 
course, that they are very important in the 
business office—we just couldn't do without 
them. 


CCORDING to the Yale alumni weekly, 

an exceptionally brilliant blind student 
unwittingly helped out other members of the 
class in their questions. The biology pro- 
fessor would ask a question and the blind 
student would tap out “yes” or “no.” Other 
members of the class quickly saw the possi- 
bilities and learned to read the correct answers 
from the taps of this student’s machine. 


jrom page 40) 


After three weeks the instructor's sus- 
picions were aroused. He told the blind 
student to reverse his answers. The Asso- 
ciated Press reports “his suspicions were 
speedily verified.” 


OU have read of the many and varied 

duties that have to be performed by the 
private secretary, such as minding the baby, 
paying bills, arranging itineraries, etc., but a 
report from London ties up the work with 
chauffeuring. J. Lyons & Company, Ltd., that 
runs a chain of restaurants throughout the 
British Isles utilizes its chauffeurs for type- 
writing “between breaths.” 

Saloon motor cars used by travelling in- 
spectors who make daily visits to some 250 
teashops of the company are equipped with a 
portable typewriter. Between inspections notes 
are made and, while the inspector is engaged 
in a tour of inspection, the chauffeur does the 
typewriting. At the end of the day the report 
is complete. 

In a recent business equipment magazine 
there was a picture which showed the chauffeur 
at work, while glancing through the window 
was one of the famous “Nippys”—the pet name 
given to the thousands of waitresses who serve 
you so well in the eating houses of Lyons. If 
you have visited London you will remember 
them quite well! 

Wonder what odd job we'll learn of next 
for “shorthander” or typist! Let’s have it 
if you hear of any unusual combination. 
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Results of 
Business Letter Contest 


A Special Prize—a copy of “Alice in Won 
derland,” Anniversary Edition—was awarded 
to the following for utilizing this contest as a 
student project 


Miss Annabel Crum and her secretarial students 
MacMurray College, Jacksonville, Illinois 


Sister M. Ann Virginia, St. Joseph Academy 103 


Ss Taylor Street, South Bend, Indiana ami he 
class of twenty-five students 

“ister \l Urhan, 81 Fifth Street Dehance Chu 
and her class of thirteen students 


Mis Mary Catherine Meixe!l, f submitting ten sets 
f business letters: Miss Hattie Miller, eight sets 
Miss Lorett Looney, seven sets Miss Lucille 
Ilardet seve sets 
A Spec ial prize onsisting ol a copy ol The 
Great Stone Face, Anniversary Edition, was 


awarded the following 


Margaret Fortier Edna Mae Ny« 
619 West LaSalle Ave Butte Business College 
South Bend, Indiana Butte, Montana 


Dorothy Fortier 
619 West LaSalle Ave 


Margaret Wills 
128 South Taylor St 





South | Indiana South Bend Indiana 
lane Gad sk Virginia Richardson 

720 Van Buren St 226 Parkovach Place 
South Bend, Indiana South Bend, Indiana 


Emma Kish 


1728 South Main St Isabel Barham 
i” ‘ outn , il 


: 624 South Rush Stre:t 
South Bend, Indiana weg 

South Pend. Indiana 
Dorothy Pickavet 
513 West Lawton St \lberta Fischer 
South Bend. Indiana 1625 South Leer Street 


; South Bend, Indiana 
Mary Schroeder 


931 North Main St Thomas Steinberger 
Mishawaka, Indiana 838 Wayne Avenue 
Vivian Runyat 
7 < Mionro St . 

40 West - " ” Kathleen Hammon 
south Bend ndiana 1021 Wayne 
Mary Louise Wills 
128 South Taylor St 


Defiance, Ohio 


Avenue 
Defiance, Ohio 
' Mary Thuneman 


South Ber Indiana 


923 Davidson Street 
lorraine Meiser 
East Cedar Street 
South Rend, Indiana Mary lane Buchholz 
506 Hopkins Street 
Defiance, Ohio 


Defiance, Ohio 


Ruth Cummins 
4 Franklin Street 
Tampa, Florid Laddie M. Nyklewicz 
4639-52d Street 


Route 4. B 108 Detroit, Michigan 
(Crows Landing Ro 
Ml lesto. Calif m4 Josephine Isola 
: Niles 
Roberta Young Kansas 


10S Knepper Street 
Council Bluffs, lowa 
Viola A turkholder 
107 Ditto Street 
Archbold, Ohio 


Antoinette Waterwash 
335 East 200 Street 
Cleveland, Ohio 


Marie E. Baker 
Earleene L. Poindexter 40 Nixon Avenue 
Box 955 Tompkinsville, 5. I 
Brevard, North Carolina New York 

Marie Kleinschmidt Roger Curpenter 
131 North Street Box C 

Logan, Ohio Lampasas, Texas 
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Vivian M. Curries 

Presentation of Mary 
High School 

Island Pond, Vermont 

Rertha Webster 

222 Olive Street 

Modesto, California 

Betty Orr 

2721 N. Second Street 

Harrisburg, Pa 

Clara M. Goulet 

Presentation of Mary 
High School 

Island Pond, Vermont 

Hubert D. Kempser 

as oo A 

Rock Island, Illinois 


Special prizes were 


following contestants 
United States : 


La Taquigrafia rege 
and Gregg Shorthatr 
Dictionary, Anniversary 


Edition 


The Great Stone Face 
Anniversary Editior 

and Gregg Shorthand 
Dictionary, Anniversary 
E-dition 

The Great Stone Face 
and Grege Shorthand 
Dictionary, Anniversary 
Edition 


\ I lloward 


3500 Queen Avenue N 


Minneapolis, Minnesota 


Gertrude Tschaepe« 
408 Fox Street 
Buffalo, New York 


Mary Zembo 
154 North Main Street 
Fall River Mass 


Natalie Hi Meller 
47 Union Street 
Northampton, Mass 


Helen Sevdak 


2159 Railey Avenue 
Ruffalo, New York 


awarded also to the 
from outside of the 


Emiliar 0 kK Balo« ating 

Dagupan Institute 

Dagupan, Pangasinan 
= 2 

Syntyche Prousaecos 


c/o The Foundation 


) (Company 
102 Avenue Republique 
Salonica, Greece 
M. Joseph 


Silver Mansion 
New Chinch Bundar 
Road, Bombay 9%, India 


The series of business letters beginning next 


month will give you, 


in shorthand, a few 


samples from the prize-winning budgets 


ae ad 
Club Prizes—O.G.A. Awards 


Hilma Haller, High School 
Pipestone, Minnesota 
Gertrude Sampson, High 


School, Seuth Portland 
Maine 
Bianche Robillard, Hig? 
School, Kelso, Washington 
Dorothy Schrader, Hig! 
School Schenectad New 
York 


Silrer Pin 


Josephine Paluso, Churchman 
Business College Easton 
Pennsylvania 

Joe Buffo, Barnes Commercial 
School, Denver, Colorad 

Lois MeClenathen, Los Ar 
geles High Sebool, Le 
Angeles, California 

Charlotte M. Andrews, H 
High School, Painesville 
Oble 


Bronze Pin 


Aline Mitchell, High School 
Loutsviile, llinots 

Agnes Carlson, High Schoo 
Bothell, Washington 

Pietence Grix, Senior Hig? 
School, Ogden, Utah 

lois Trego, North Hig! 
School, Columbus, Obtoe 


Kathryn Bredehoft, Hig 
School, Lakeside, Ohte 
Rachel Creed, St. Xavier's 
Joademy, Ottawa. Illinel« 
Marian Bolstein, High School 
Highland, Illinois 

Flora Towers, Township Higt 
School, Belleville, Illinel 

Florence Rowden, Roosevelt 
High Sehool, Yonkers, New 
York 

Ketty Weare and Margle 
Triffen, Van Sant School af 
Business, Omaha, Nebraska 

Eleanor Seymour, Vocational 
School, Racine, Wisconsin 

Frances Nogle, High School 
Pottstown, Pennsylvania 

Oma Sanders, High School 
Ashland, Kansas 

Sera Undereofier, Keyston 
Commercial Sehool, Norri 
town, Pennsylvania 

Chiyo Fujimote, High School 
Senta Cruz, California 

Rosario Balecorta, Lincoln 
High School, Los Angel 
California 

Exther Joyce, Central Hig! 
School, Kaneas City, Mis 
sourl 

George Bessler, High School 
loylestown, Pennsylvania 


(lo be continued 
next month) 
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